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A. Background

|. INTRODUCTION

A. BACKGROUND

The Senior Community Service Employment Program (SCSEP) is a part-
time employment training program for low-income individuals aged 55 and
over. Overseen by the U.S. Department of Labor's Employment and
Training Administration (ETA), Divison of Adult Services (DAS), the
SCSEP program is run by grantees and their sub-grantees. It is authorized
under Title V of the Older Americans Act of 1965, as amended in 2000.

In order to improve their job skills, SCSEP participants are placed at
community and government agencies for training and may also receive
specialized training. Grantees and their sub-grantees are responsible for
tracking the progress of their participants through the SCSEP and reporting
that information to DAS. From the data that is submitted, DAS generates
Quarterly Performance Reports (QPRs) at the sub-grantee, grantee and
national levelsto monitor program progress.

In 2004, DAS provided the SCSEP Data Collection Software (DCS) to
grantees and sub-grantees because most had limited data collection and
reporting capabilities. Developed by Mathematica Policy Research, Inc.
(MPR), the DCS application allowed grantees to enter, store, and manage
the SCSEP participant data required by DAS. Grantees submitted their data
on a quarterly basis to DAS via SPARQ (SCSEP Performance And Results
Quarterly Progress Report), the national SCSEP database.

In 2005, DAS authorized the development of a web-based version of the
DCS to be integrated with the existing SPARQ database. That enhanced
version of SPARQ, version 2.0, was implemented in June, 2006. This
handbook provides support to end-users of that system.
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B. Basic Terminology

B. BASIC TERMINOLOGY

This User's Guide utilizes various terms to describe the SCSEP data
collection and reporting systems and the grantees that use them. To ensure
clarity when using this document, definitions for these terms are provided
below:

> DCS — The SCSEP Data Collection System is the desktop data
entry application that most grantees initialy used. It is the
origina software provided by DAS for grantees to collect
program data.

> Non-DCS Users — Grantees that used their own automated
system and previously submitted required SCSEP data to DAS
using Excel spreadsheets.

> SPARQ - The generic term used to describe the overdl
automated SCSEP system (data entry application, upload process,
national database, and reports). SPARQ is the acronym for
“ SCSEP Performance and Results QPR.”

> SPARQ vl — The origina SCSEP environment in which all
grantees previously submitted quarterly data using xml files.

> SPARQ v2 —The version of SPARQ that contains the web-based
data collection system.

> SPARQ v2.0 — The first release of SPARQ v2 containing core
SCSEP functionality.

> SPARQ v2.X — Subsequent releases of SPARQ v2, which will
contain additional functionality.

> WebDCS - The web-based data entry application that replaces the
origina desktop Data Collection System. Also referred to as
“WDCS,” it is part of the SPARQ v2 application.
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B. Basic Terminology

> Non-WebDCS Users — Grantees that continue to use their own
automated systems after the release of SPARQ v2. These
grantees submit their data to SPARQ utilizing a set of comma
delimited files. Also referred to as Non-WDCS Users.
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C. Notesfor Former SCSEP DCS Users

C. WebDCSNOTESFOR FORMER SCSEP DCSUSERS

For the convenience of former SCSEP DCS users, this section provides an
overview of the changes to the DCS application that have been implemented
in the WebDCS portion of SPARQ v2.0.

WebDCS maintains the same general look and feel of the prior, non-web-
based versions of the DCS application in order to make transition to the new
system as easy as possible for former DCS users. The new system also
incorporates all the data entry functionality contained in prior, non-web-
based versions of the application. However, WebDCS has been enhanced in
many ways to make it more robust and useful to SCSEP grantees/sub-
grantees as a potential case management tool. These new features include:

> New Security/Access Model

All grantees will have direct access to their complete set of
detailed SCSEP data, as well as direct access to management
reports and an ad-hoc reporting tool. Grantees will be able to
create and maintain user accounts for their staff.

For the first time, sub-grantees will have direct access to SPARQ
for data entry and retrieval of QPR and Data Quality Reports
(DQRs). Both the XML file creation and submission processes
are no longer necessary.

Multiple authorized users can view records in WebDCS
simultaneously. This feature will support program management
efforts by facilitating discussions between grantee and sub-
grantee, supervisor and caseworker, etc. when these individuals
are not co-located.

> Enhanced Error Correction Capabilities

WebDCS contains several new features that will help the user
with data errors. Additional on-line screen edits have been added
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C. Notesfor Former SCSEP DCS Users

to the application and an enrollment-level Data Quality Problems
(EDQP) feature is being introduced. The EDQP will be
generated on demand to provide the user with feedback on the
guality of the data associated with a specific enrollment. The
EDQP function will subject the enrollment data to the full
complement of QPR edits and any problems that are identified
will be displayed on the screen.

** IMPORTANT **

The full sub-grantee level DQR will continue to be available
on an overnight basis whenever a QPR is generated.

Search Capabilities

All users of SPARQ — including Non-WDCS users — will be able
to search the national SCSEP database for existing Participant
and Organization records to assist in the prevention of duplicate
records and overlapping enrollments.

Re-Enrollment Information

SPARQ now contains a screen that provides the user with the
ability to enter new re-enrollment information. Consequently, the
former practice of writing over old data previously utilized in
DCSisno longer needed.

Facilitated Entry of Organization and Contact Person Data

WebDCS users will be able to conveniently input Organization
and Organization Contact data from several different entry points
in the WebDCS application.

Re-Certification Information

A new screen is provided in WebDCS for the capture of this data,
thus allowing the original enrollment information to be preserved.
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C. Notesfor Former SCSEP DCS Users

Batch Entry of CSA Paid Hours and Training Hours

In addition to alowing users to enter hours on an individual
participant’s record, WebDCS provides a batch mechanism to
enter both kinds of datafor all participants on one screen.

New Case Management Fields

This new set of daa includes such items as
| EP/physical/orientation dates, job interest codes, approved leave
of absence, etc.

Training Information

While collecting data on training assignments is optional in the
SPARQ v2, the functionality to do so isavailable to all users.

Enhanced Data Quality Reports

Data Quality Reports (DQRs) will now provide participant last
name and the last four digits of the participant’s Social Security
Number for more simplified record identification. In addition,
data errors have been newly categorized to clarify the priority
order in which they should be corrected (See Chapter | X, Section
C for more details).

Participant Changes between Grantees/Sub-grantees

For the first time, SCSEP grantees will be able to process
participant changes between sub-grantees of the same grantee, as
well as transfers across grantees. While this process is not fully
automated, it will eliminate the need for the two SCSEP
organizations involved to enter the same data.

Additional Management Reports and Grid Views

Along with the six standard reports that were available in the
prior verson of DCS, SPARQ will have an additiona nine
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C. Notesfor Former SCSEP DCS Users

standard management reports (see Chapter 1X, Section D for
more details). Similarly, for ad hoc reporting, additional grid
views will be available to better support the grantees/sub-grantees

in their SCSEP program management efforts. (See Chapter IX,
Section F for more details).
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D. Contact I nformation

D. CONTACT INFORMATION FOR SPARQ USERS

After reviewing this handbook, SPARQ users should contact Mathematica
Policy Research, Inc. (MPR) with any questions on using the new web-based
system.

> byemail: SCSEP@mathematica-mpr.com.

> by phone:

For SCSEP reporting issues:  Bill Borden
609 275-2321

For softwareissues.  Terry Cram
609 750-3196

Matt Potts
609 936-3269

Rose Pritchard
609 945-3314

GUIDELINESFOR REQUESTING TECHNICAL ASSISTANCE

Because SPARQ v.2 is an internet-based system, the user may experience
the typical problems related to any web application. The difficulty that a
user encounters may originate from one or more possible sources:

a) amalfunction of the computer network inside the user’ s office,

b) an interruption in internet provider service,

c) aproblem inthe Department of Labor’s computer network,

d) an overload on the SPARQ application (i.e., a very large number of
users trying to access SPARQ at the same time), or

e) amalfunction of the SPARQ v2 application itself.
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D. Contact I nformation

For this reason, when the user encounters a problem working with SPARQ
v2, the following course of action is recommend:

> If the user is having trouble logging on to SPARQ v.2 (for example,
you receive a“Page not found” message):
1) Wait afew minutes and try again.
2) If the problem still exists, check to see that your local network
Is functioning properly. You can do this by trying to access a public
website such as yahoo.com or google.com. Alternatively, you can
contact the IT administrator for your office.

» If the user experiences a problem while using the SPARQ v2
application:
1) First, attempt to navigate away from the current page, then try again to
perform work in SPARQ.
2) If SPARQ dtill appears to be mafunctioning, close the SPARQ
application and try logging in again.

If none of these actions remedies the problem, contact MPR for technical
assistance. Include in your request a screenshot of any error message that
you received.

* * * * *

For assistance with SCSEP data element definitions or the process of
collecting SCSEP data, users can refer to the SCSEP Data Collection
Handbook available on The Charter Oak Group website (link =
http://charteroakgroup.org). Alternatively, grantees and sub-grantee may
contact The Charter Oak Group with questions at:
mailto:olderworker@charteroakgroup.org
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1. USING SPARQ v2

A. WEBSITE NAVIGATION

1. Browsar Requirements:

Recommended Browser: Microsoft Internet Explorer (IE) version 5.5

or higher

Minimum Browser Requirements:

Any browser that:

a)
b)
c)

d)
€)

Supports html

Supports Javascript and has it enabled

Supports SSL (Secure Socket Layer, a protocol for transmitting
encrypted data)

Has session cookies enabled

Is compatible with CSS (Cascading Style Sheets, a method for
formatting web pages used by SPARQ)

Contact your office IT Administrator to verify that your browser satisfies
these requirements.

** IMPORTANT **

It is always best to use the navigation buttons within the SPARQ

application. Using your browser’s toolbar to move from screen to
screen may inadvertently generate errors and possibly disconnect
you from the system.
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A. Website Navigation

2. Website Navigation Map:

An overview of the SPARQ v2.0 application is provided in Appendix A.
In this website navigation map, functions are depicted in boxes in
boldface type. Web page or screen names are indicated by italics and
are prefaced by atilda (~).

3. Moving Among SPARQ Screens:

Whenever the Next and Previous buttons appear at the bottom of a
SPARQ screen, they can be used to navigate, respectively, to the
succeeding or preceding screen in a sequence of screens. In addition,
many SPARQ screens also display a navigation bubble line in the upper
left portion of the screen:

11 [1: Using SPARQ v2



A. Website Navigation

Sl U-5. Department of Labor r =:z— i .r".. q
v\ Employment & Training Administration . Vi
. - SCSEP DATA COLLEGTION SYSTEM

) g/ Web Data Collection System SPARQHOME | MYROLES | LOGOUT | HELP

WDCS Main = Add Paricipant

Participant Name Bob William
e Q_ zsﬁr:ﬁee xooeee-1313
ormaren IOy e Deferminalion  Inftrmaton s
fpp Date 10401/2003
Exit Date
ELIGIBILITY DETERMINATION
34. Eligibility C Eligible € Ineligible @
35. Fineligible, reason (check as many as apply)}
a [0 Age b I Income c. [T Residence outside of state
d. [T Failed to camplete application ar provide required docurmentation
e. [T Other (specifiy I
36. If ineligible, action taken {(check as many as apply)
a. [T Referredto Cne-Stop b. [T Referred to social services
c. [T Referred to another praject
d. ¥ Placed in unsubsidized employment pursuant to MOL
e. [T Other (specifiy
[ e o save ]

These navigation bubble lines serve two purposes. First, they identify
which screen in a sequence of related screens the user is currently on,

indicated by the © symbol. Second, they serve as a means to move
users from one SPARQ screen to another. Users may navigate directly

to any screen displayed on the bubble line by clicking on the appropriate
bubble.

On SPARQ screens that contain system-required fields and edits, the
user will not be allowed to move away from the screen by any means
unless all mandatory data has been correctly entered. If required data
are missing when the user attempts to navigate away from the current
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A. Website Navigation

screen, the screen will be re-displayed with the appropriate error
message(s) at the top indicating what data are needed. That information
must be entered before the user can navigate to another screen.

For example:

2\, U.S. Department of Labor
B\ Employment & Training Administration

SCSEP DATA COLLECTION 5YSTEM

¢/ Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

WDCS Wain = Add Participant

Participant Eligytilty Cther Personal Eligikility Enrollimert
Infartmation Characteristics  Determination  Information

PARTICIPANT INFORMATION

s "Last name” is a required field.
» "Social Security 2" is a required field.

Local Site Case Worker

1. Last Name I

2. First Name IElob

3. Middle initial I

4. Social Security Number I ~ | - |

5. Home phone number (I ) I ) I

13 111 Using SPARQ v2



A. Website Navigation

** IMPORTANT **

All system-required fields are identified in SPARQ with
adagger symbol.

4. Saving Data to the SPARO v2 Database:

When entering data into SPARQ, it is important to note that data is only
saved to the database when the user clicks on a SAVE button. If the
user moves from one screen in the application to another without
clicking on an available SAVE button, none of the entered or edited data
will be used to update the database. Instead, the data are held in a
temporary area until a SAVE button is selected. Only then will SPARQ
load into the database al the data that had been entered/edited since the
last SAVE button was clicked. Whenever data are successfully saved to
the database, the following confirmation message will be displayed in
red in the upper left of the screen:

“The changes have been successfully saved!”

** IMPORTANT **

If the user leaves the application without clicking on any

SAVE button, all data that was entered/edited in that
session will belost.
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A. Website Navigation

5. Reset Form Button:

If information is incorrectly entered into a screen, the data may be
cleared at any time by clicking on the RESET FORM button

located at the bottom of the screen. Then, if desired, the correct data
can be entered and saved. However, once the user navigates away from
the current screen, data can be changed (edited), but no longer cleared.
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B. BASIC DATA ENTRY RULES

1. Standard Field Formats:

> DateFidlds

All date fields are displayed in SPARQ in MM/DD/YYYY format.
While dates must always be entered with a 4-position year, the user may
enter both the month and day with only a single digit when appropriate.
Date fields in SPARQ can be populated in one of two ways — by directly
entering a value into the available space or by using the calendar function
that is adjacent to the field.

To use the calendar function, the user should click on the calendar icon

i located next to the field in which the date is to be entered. A

calendar will open showing the current month and year with the current
day highlighted:

<3 Select Date - Microso... [H|E E3 |

#+  January 2006 * =

S|M[T|W|T|F |5
12345 ]|7
219 (10 12 1314
15|16 (17|18 |19 (20|21
22|23 |24 |25 |26 |27 |28
2o (30|21

[close] [clear]

To select a different year, use the << or >> icons at the top of the
calendar. To select adifferent month, use the < and > icons.

When the correct month and year are displayed, smply click on the
desired day, then click [closg]. Alternatively, the user may double-click
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B. Basic Data Entry Rules

on the day desired. The specific date chosen will now appear in the
space provided for that data field.

The user may also use the calendar function to remove a value previously

entered into the date field. Clicking [clear] when the calendar is open
will return the user to a blank data entry field.

» Monetary Fields
All monetary fields are stored in SPARQ in 99999.99 format. If a

monetary amount is entered as 99999, it will be displayed as $99,999.00.
Similarly, if it is entered as 99999.9, it will be displayed as $99,999.90.

2. Standards for Data Selection:

SPARQ utilizes the following standards for data fields that have a
limited set of values from which to choose:

» If the choices for a data field are presented with radio buttons,
then one and only one value can be selected.

Example. & Yes © Mo Clear |

** IMPORTANT **
A CLEAR button {insert icon} is associated with all radio

button data fields. It can be used to remove any selection
that has been made, thus leaving all possible choices for that
field unselected.
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B. Basic Data Entry Rules

» If the choices for adatafield are presented with check boxes, then
one or more values can be selected.

Example: ¥ i Familyheath (I i Personal T il Administrative

» |If the choices for a data field are presented with a dropdown, then
one and only one value can be selected.

Example: |Se|ect One j

> If one of the options for a data field is Other-Specify and it is
selected, then the user should populate the accompanying text

field.

[T iv. Other (specify I

Example:
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C. SPARQV2EDITS

WebDCS includes many more screen edits than the previous version of
the Data Collection System. Also known as online edits, their purpose is to
assist the user in preventing serious errors a the time the data is being
entered. For thisreason, screen edits are applied whenever the user attempts
to leave the current screen. If errors are detected, appropriate message(s)
identifying the problem will be displayed in red at the top of the screen. The
datain error must be corrected before the user will be allowed to proceed.

There are two types of screen edit error situations. Either the error will
pertain to one or more data fields on the current screen or it will pertain to
data located on two different screens in WDCS. Each of these situations
requires different handling. In the first case, when all data involved in the
error are located on the current screen, the user simply makes the necessary
data change(s) and can then proceed to another SPARQ screen. The
following is an example of thistype of one-screen error:

R, U.S. Department of Labor
¥\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

gy Web Data Collection System SPARG HOME | MY ROLES | LOGOUT | HE

WOCS Main = Add Pardicipant

Participant Eliciibilit Cther Personal Eliggikility Enraliment
Infarmation ity Characteristics Determination  Information

PARTICIPANT INFORMATION

« "Application date” is a required field.

1. Last Hame |James
2. First Hame IHEWS‘
3. Middle initial I

4. Snrial Security Humher | P | | T
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C. SPARQ v2 Edits

When the error is a two-screen error, what the user does depends on the
location of the incorrect data:

1) If the incorrect data field is located on the current screen, the user
simply corrects the data and can then proceed to another screen.

2) If the incorrect data field islocated on a screen other than the current

screen, the user must:

a) Remove the conflicting data that generated the error on the
current screen,

b) Navigate to the second screen to change the incorrect data there,
then

¢) Return to the first screen where the error message was originally
displayed to re-input the necessary data.

For example, if the user selects “Eligible” in the Eligibility field (#34) on the
Eligibility Determination Screen then clicks on SAVE, the following error

message may appear:

SRy, U-S. Department of Labor r =:z—~ o .r"- q
8\ Employment & Training Administration = A
- SCSEP DATA COLLECTION SYSTEM

7/ Web Data Collection System SPARQHOME | MYROLES | LOGOUT | HELP

WDCS Main = Add Paricipant

Participant Mame Henry James
( } F¥ { ) SSH WAN-NH-2FDF
- Grantes
Participant i Cither Personal Eliggibilit Enrollment
Informgﬁon Eligikility Characteristics Detergmina\{ion Information s
#op Date 0%/22/2005
Exit Date
& Since this participant is eligible, "Mumber in family™ must not be blank.
ELIGIBILITY DETERMINATION
34. Eligibility & Eligible © Ineligible  Clear
35. If ineligible, reason (check as many as apphy)
a. [T Age b, T Income t. [T Residence outside of state
d. I Failedto camplete application ar provide required documentation
a [ rthar fenerciff |
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C. SPARQ v2 Edits

In this case, the user needs to enter a value for “Number in family” (field
#11) on the Eligibility Screen. To be able to leave the Eligibility
Determination Screen, the user must first clear the Eligibility field. Once
that is done, the user navigates to the Eligibility Screen to input “Number in
family”. Then the user returns to the Eligibility Information Screen to re-
enter “Eligible” in the Eligibility field (#34).
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D. SCROLLING AND SORTING

D. SCROLLING AND SORTING RECORD LISTS

When certain functions are performed in SPARQ, a list of records is
returned to the user. These record lists are scrollable as well as sortable.
For example, when an Organization Search is performed, the list of records
that match the search criteriaare displayed in table format:

LS. Department of Labor
Employment & Training Administration

Web Data Collection System

WDCS ain = Organizations

Drganization]

Grganizations] | Contacts

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MYROLES | LOGOUT | HELP

Organization Name |

Organization Type | - I

< Organization

A SCSEP A
¥ Hame \d Type L

(=08 A1 Tech Solutions 16-2391222 For-profit
n AZ Resource ) y
Edit X |
i Wenagement Emplayer 23-9996999 For-profit
Edit AAAﬁuto_ Service Tlaln!ng Not-for-profit
and Repair Prowider

9 Organizations resulting from search: a

& Hostagency 0 Employer 7 Training Prnvider@

14 Morth hgin Pennington M 03999

G00 Spruce hdoritgomeny M 05552

965 Brunswick Awe Dayton PA 18550

A scroll bar will automatically appear to the right of the table if it contains
more records than can be shown in the space available in the display
window. Use the up (A) and down (v) arrows, or click and drag the scroll
bar, to view additional information that is not currently visible on the screen.
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D. SCROLLING AND SORTING

Sorting functionality is also available in record lists. Every field displayed
in the record list can be sorted in ascending or descending order using,

respectively, the up (A) and down (v) arrows that appear next to the Field
Name in the header row of the record list:

> U.S. Department of Labor
a\ Employment & Training Administration 2
— SCSEP DATA COLLECTION SYSTEM

* Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

WDCS Main = Organizations

F— Organization
Grganlzatlons]{ Contacts ]

Organization Name |

Organization Type | - I

- AT
< Org.nization & SCSEP F Y FEIN
¥ Ho.ne \d Type o
(== A1 Tech Solutions 16-2301222 For-profit 14 Morth higin Pennington HJ 059949 40743 |~
[y - Resource Emplayer 23-9006990 For-profit 600 Spruce Mhortgomery  MJ DE552 0767 o
Enagement
e AAA Auto Service  Training " .
Ediit —tor
it B Brovicr Mot-for-profit 06 Brunswick Aue Dayton PA 18550 40720 &

9 Organizations resulting from search: a

& Hostagency © Employer O Training Prnvider@
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E. Printing from SPARQ

E. PRINTING FROM SPARQ

Some screensin SPARQ display a PRINT button.
Selecting the PRINT button allows the user to produce a printer-friendly
copy of the information that is displayed on the screen.

Note that the PRINT SCREEN (or PRT SCRN) button on the user’'s
keyboard can be used a any time to produce a copy of the screen that is
currently displayed. Usually located in the upper right portion of the
keyboard, this button will capture an image of the screen that can be pasted
(saved) into virtually any document, including an e-mail note.
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E. Exporting Data
E. EXPORTING DATA

A limited number of screens in SPARQ display an EXPORT EXCEL
EXPORT EXCEL |

button.

In these cases, the data that is displayed can be exported to a local PC and
saved in Excel format. EXPORT buttons are found on the M anagement
Report Screens.

Note: The EXPORT EXCEL buttons are not yet functional in SPARQ
v2.0.
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[11. GETTING STARTED

A. TYPES OF SPARQ v2 USERS

1. WebData Collection System (WDCS) vs. Non-WDCS Users:

As described in the previous chapter, there are basically two types of
SPARQ v2 users: those who use the WebDCS in SPARQ for data
collection and those who do not. The latter group of users, or Non-
WDCS users, will only have access to the high-level functions in
SPARQ v2. In contrast, the WDCS users will have full access to all
parts of the system.

Specifically, the functions in SPARQ that are available to al users, both
WDCS and Non-WDCS, are:

> QPRs: Grantee QPR, Sub-grantee QPRs, State QPR (if
appropriate), Submission Review

> Reports: Management Reports (Ad-Hoc Reporting will be available
in SPARQ 2.X)

> System Tools: Participant Search, Organization Search and
Organization Contact Search and My User Info

These functions are displayed on the left side of the SPARQ Home
Page once a user logsin to the system:
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A. Typesof SPARQ v2 Users

U.S. Department of Labor

o\ Employment & Training Administration
Al = SCSEP PERFORMANCE AND RESULTS QPR SYSTEM

3 i .S.FQAR:QZH.('JI‘HE: SPARQ HOME |wm:s | LocouT | HELP

Welcome to SPARQ

OPRs The goal of SPARG is to pravide the United States
Grantee QPR Department of Labor's Senior Cormmunity Service
Sub-Grantee QPRs Employment Program (SCSEF) and its Grantees an
automated system of managing participant data.

State QPRs 4 g

Submission Beview SPaRC now includes the Weh Data Collection System
AWDCE). The WDCE interface is an easy-to-use taal which

Reporting allowes users to input their data directly into the SCSEP
Managernent Reports Mational Database via the Web.

System Tools Web Data Collection Systern:

Participant Search b Launch WDCS

Crrganization Search
SPARC User Accounts

/T Department of Labor Warning
My User Info You are now logged onto & computer systern operated far, and on behalf of, the

United States Government. Unautharized access oruse afthe systemn far any = .'.‘
purpose other than official government business is punishable by fine,

imprisonrment, or both. (18 1.3, Code 1030} SCSEP
Department of Labor Privacy and Security Information S YT PROCRAM "

SCEER on the Weh

More detailed information about these “universal” SPARQ functions can
be found in Chapter 5).

User Roles:

In SPARQ v2, the majority of WebDCS users will only have one role.
However, there are some users who will have multiple roles. For
example, if Grantee A has sub-contracted out the administration of its
SCSEP program to Grantee B, the latter will have permission to access
both grantees' data.

When accessing Grantee A’s data, the user will use his role as Grantee
A, but when accessing Grantee's B data, he will have to switch to his
Grantee B role. The My Roles Screen in SPARQ v2 allows users with
multiple roles to select which role to play at any given time. This
function eliminates the need for logging in and out of SPARQ using
multiple User IDs and passwords.
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A. Typesof SPARQ v2 Users

A sample My Roles Screen is shown here for reference. See Chapter 5,
Section C for more a detailed description of this function.

U.S. Department of Labor
Employment &Training Administration

SCSEP DATACOLLECTION SYSTEM

Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

WOCS hain = My Roles

Users who have multiple role assignments can use this screen to change rales. The data yvou will access while in WDCS depends upan
your selected rale agsignment.

Select |Role Type Domain Permission
C GRANTEE MR Testing RD
(o SLUBGRANTEE MRFLIZ Ry
e SLIBGRANTEE MRFLM Ry
9 SLUBGRANTEE Employment Training Administration RWD
C SLIBGRANTEE MRFLI3 Ry
(o SUBGRAMTEE ADMIMNISTRATOR Employment Training Administration RD
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B. Creating and Maintaining User Accounts

B. CREATING AND MAINTAINING USER ACCOUNTS

SPARQ users who have been designated as Grantee or Sub-grantee
Administrators have the ability to create and update user accounts for the
grantee/sub-grantee data they are associated with.

** IMPORTANT **

Grantees may choose to de-centralize user account
creation and maintenance authority by designating sub-

grantee administrators. However, for tighter security,
grantees may opt to restrict this functionality to staff in
the grantee office.

1. Creating a New User Account:

To establish a new user account, the Administrator first clicks on the
SPARQ User Account link in the System Tools section located on the
left side of the SPARQ Home Page.
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B. Creating and Maintaining User Accounts

U.S. Department of Labor
Employment & Training Administration

SPARQ Home

Welcome to SPARQ

QPRs The goal of SPARQ is to provide the United States
Grantee QPR Depatment of Labaor's Senior Community Service
Sub-Grantee CPRs Employment Program (SCSEF) and its Grantees an
autornated system of managing participant data.

State QPRs = e

Submission Beview SFARG now includes the Web Data Collection System
MWDCS), The WDCS interface is an easy-to-use toal which

Reporting allows users to input their data directly into the SCSEP
Management Repons Mational Database via the Web.

System Tools Weh Data Collection System:

F Launch WD S

Participant Search
Drganization Search

SRARQ User Accougs /T Department of Labor Warning
My User Info You are now logged onto a computer systern operated for, and an behalf of, the

United States Government. Unauthaorized access or use ofthe systemn far any
purpose other than official government business is punishahle by fine,
imprisaonment, or hoth, {18 U.5. Code 1030)

anment of Labor Privacy and Security Infarmation

A screen containing alist of the existing user accounts will be displayed:
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LS. Department of Labor

Employment & Training Administration
SPARQ User, Accounts SPARQ HOME | WDCS | LOGOUT | HELP
The table helow displays SPARG users thatyou have the ability to manage based upon your Role
OPRs Assignment(s). Select a user to edit their information, reset their password, or manage their roles and
Grantee OPR permissions. Click the ADD MEVW LUSER button to add a new SPARG User Account.
State UPRs Kohn Gail Gail gkohni@mathematica-mpr.com SELECT
Subrnission Review Williams Matt SpargUser! 8 hitwilliarn s@@comeast org SELECT
Reporting
_ Management Repors ADD NEW USER
System Tools

Participant Search
Drganization Search
SPARQ User Accounts

hy User Info

Click onthe ADD NEW USER button located just below the user list to
access the User Account Details Screen:
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B. Creating and Maintaining User Accounts

U.S. Department of Labor

"’—, Employment & Training Administration
= SCSEP PERFORMANCE AND RESULTS QFR SYSTEM

& SPARQ New User SPARO HOME | WDCS | LOGOUT | HELP

User Accounts = Mew User

QPRs
Grantee PR + User ID: I
Sub-Grantee QPRs
T + First Name: |
Subrmission Review * Last Name: |
Reporting * E-mail Address: |

Management Reports

Phone Number: |
System Tools

* i )
Patticipant Search Eenhieripichl %

Organization Search
SPARG User Accounts

My User Info

SCEEP on the Weh

Enter all required fields and, if desired, the new user’s phone number.
Clicking on SAVE will send an automatic e-mail notification from
SPARQ-Support@dol.gov to the user whose SPARQ account was just
created.

2. Assighing User Roles and Permissions:

When a new user account is being created, the SPARQ User Role
Assignment Screen will automatically open after SAVE is selected on
the SPARQ New User Screen:
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LS. Department of Labor
B\ Employment & Training Administration = =
: = SCSEP PERFORMANCE AND RESULTS QPR SYSTEM

& SPARQ User Role Assignment

SPARQ HOME | WDCS | LOGOUT | HELP

User Accounts = Mew Uszer = Add a Role Assignment

OPRs
Grantee QPR Name: MNew User
Sub-Grantee QPRs User ID: MewRale
State OPRs

= . Please specify a role for the new user:
Submission Review pEE

Reporting P\\
Management Repors 3
3 Management Reports ROIET_WE.ISELECT

System Tools
Participant Search
COrganization Search
SPARQ User Accounts

by User Info

SCSEP on the YWeh

Select a Role Type from the possible choices in the Step 1 dropdown.

The following table provides alist of the possible user rolesin SPARQ:
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USER ROLE DESCRIPTION
Grantee Person designated to access all data associated
with a specified grantee
Grantee Administrator Person designated to access all data associated

with a specified grantee and to create/maintain
user accounts for that grantee

Sub-grantee Person designated to access all data associated
with a specified sub-grantee

Sub-grantee Administrator | Person designated to view data associated with
a specified sub-grantee and to create/ maintain
user accounts for that sub-grantee

Database Person designated to access data for a specified
database. A database may be created at severa
different levels — as a subset of sub-grantee
data or as a grouping of multiple sub-grantees
data

Submitter Person designated to submit comma-delimited
filesfor aNon-WDCS grantee
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B. Creating and Maintaining User Accounts

Next, the Administrator must select the specific grantee, sub-grantee or
database for the user. The Grantees, Sub-grantees or Databases that the

Administrator has authority for are listed in the Step 2 dropdown.

Ty, U.S. Department of Labor
w\ Employment & Training Administration
= SCSEF PERFORMANCE AND RESLLTS QPR SYSTEM

& SPARQ User Role Assignment SPARQHOME | WDCS | LOGOUT | HELP

Uzer &Accounts = Mew User = Addd & Role Assignment

OPRs
Grantee GPR Name: Mew User
Sub-Grantee QPRs User ID: MewRole

State OPRs
Subrmission Review

Reporting STEP 1
- Management Reports Role Type: [EINEIEEA
System Tools

Participant Search

COrganization Search
SPARQC User Accounts

My User Info

Please specify a role for the new user:

ub-Grantee: | SELECT

SCSEP onthe YWeh
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In Step 3, the Administrator selects the Permission level for the user:

%, U.S. Department of Labor
&\ Employment & Training Administration
= SCSEP PERFORMANCE AND RESULTS QPR SYSTEM

SPARQ User Role Assignment SPARQHOME | WDCS | LOGOUT | HELP

User Accourts = MNew User = Add a Role Assignment

OPRs
Grantee QPR Name: Mew User
Sub-Grantee QPRs User ID; MewRole
State GPRs

E— 5 Please specify a role for the new user:
Subrission Review

Reporting STEP 1

g p .
- Mansyerent Beputls Role Type: [SUBGRANTEE =l

System Tools

Participant Search STEP 2

Organization Search
SPARD User Accounts

by User Info
STEP 3

Permissions: | SELECT =

R EL E rployment Training Administration i

SCEEFP on the Weh

There are three permission levels available in SPARQ:

PERMISSION DESCRIPTION
R Read only — User may only view existing records
RW Read/Write — User may view and add/edit records
RWD Read/Write/Delete — User may view, add/edit and delete
records
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B. Creating and Maintaining User Accounts

At this point, a confirmation box appears that summarizes the role
information that has just been entered. If the information is correct, the
Administrator clicks on SAVE to update SPARQ and is then returned to
User Account Details Screen.

J

> U.S. Department of Labor [= F'AREI 3
Q) Employment & Training Administration
= | SCSEP PERFORMANGE AND RESULTS QPR SYSTEM

¢ SPARQ User Role Assignment

User Accourts = Mew User = Add & Raole Assigninent

GPRs
Grantee QPR Name: Mew User
Sub-Grantee GPRs User ID: Mew Llser
State OPRs
AR Please specify a role for the new user:
Reporting
_Management Beports Role Type: [SUBGRANTEE =l
System Tools

Participant Search STEP 2

Crganization Search
SPARC User Accounts

by Uset Iif
oL STEP 3

Sub-Grantee: IEmponment Training Administration j

Role Type: SUBGRANTEE
Sub-Grantee: Employment Training Administration
Permissions: ReadMrite/Delete

SCSEF on the Web

If the information is not correct, the Administrator has two options. The
Administrator may make the necessary correction(s) in Steps 1, 2 and/or 3 as
needed, then click SAVE. Or, dternatively, by clicking CANCEL, all
information entered on the Add a Role Assignment Screen is discarded and
the Administrator is returned to the User Account Details Screen.

This same process can be used to add a new role to a previoudly established
SPARQ User. The Administrator starts by first selecting the appropriate
user from the list displayed on the User Accounts Screen. .
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B. Creating and Maintaining User Accounts

3. Ddeting User Roles:

To delete auser role, the Administrator first selects the user from the list
displayed on the User Accounts Screen. When the User Account
Details Screen appears, the Administrator selects the specific role to be
deleted and clicks on DELETE. This step is repeated for additional
roles to be deleted as needed.

To de-activate a SPARQ user so that he no longer has access to any data
in SPARQ, the Administrator must delete all roles that the user had
previously been assigned.

** IMPORTANT **
User Accounts cannot be deleted (completely removed)

from SPARQ. They can only be de-activated by deleting
all associated roles.
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B. Creating and Maintaining User Accounts

Resetting Passwords:

If auser has forgotten his’/her password, the Administrator can reset it to
the default value of “sparq123” asfollows:

Select the user from the list displayed on the User Accounts Screen:

%, U.S. Department of Labor
A\ Employment & Training Administration

SCSEP PERFORMAMNCE AND RESULTS QPR SYSTEM

& SPARQUser Accounts SPARQ HOME | WDECS | LOGOUT | HELP
The tahle helow displays SPARG users that you have the ability to manage based upon your Role
QGPRs Assighment(s). Select a userto edittheir information, reset their passward, or manadge their rales and
Crantes QPR permissions. Click the ADD NEW USER button to add a new SPARQ User Account.
State QPRs Chnwdhaw Kenn\,r UGuide KChowdhar\t(&)DS com
Subraission Review Kahn Gail Gail gkohn@mathematica-mpr.com
Reporting Williams att SpargUserid bwilliamsi@ecomeast.org

Managerment Repors

ADD NEW USER |

System Tools
Participant Search
DOrganization Search
SPARQ User Accounts

hly User Info

SCSEP on the Weh

When the User Account Details Screen appears, the Administrator
simply clicks on the RESET USER PASSWORD button located in the
middle of the screen.
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B. Creating and Maintaining User Accounts

o~ U.5. Department of Labor
B\ Employment & Training Administration

' SCSEP PERFORMANCE AND RESULTS QPR SYSTEM
& SPARQ User Account Details SPARQ HOME | WDCS | LOGOUT | HELP

User Accounts = User Account Details

QPRs
Grantee QPR * User ID; U uide
Sub-Grantee OFRs + First Name: IKEnnY
State OPRs
Subrmission Review * Last Name: IChUWdhaW
Reporting + E-mail Address: IKChDWdhary@123.CQm
3 Management Beports Phone Number: |
System Tools * Required Field. %

Participant Search

COrganization Search
SPARC User Accounts

Wy User Info

RESET USER PASSWORD

Assigned Roles

Rote ype permission ||

SUBGRANTEE Employment Trdining Administration RO

ASSIGN NEW ROLE

SCSEP on the Weh

The following e-mail notification will automatically be sent to the user
from SPARQ-Support@dol.gov.

“The password corresponding to your SPARQ user ID
(WXYZ) has been reset to sparq1l23. You will be asked to
change your password when you first log in.”

When the user next logs in to SPARQ using the default password, he/she
will prompted to change the password to one of his own choosing. (See
next section for logging on to SPARQ.)
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C. LOGGING IN

1. Granteel og |n Process:

SCSEP grantees will continue to log in to SPARQ via the Grantee
Reporting System as follows:

Use the URL: http://www.etareports.doleta.gov/ to access the

Department of Labor Employment and Training Administration’s
Grantee Reporting System:

Microsoft Internet Explorer g|
AR RIMG* Yy AR NI G AR MING
! This is a .5, Government computer syskem, which may only be accessed and used by autharized personnel For

official government business, Individuals using this computer system with or without authorization are subject and
consent to having their activities monitored and recorded by authorized system personnel. Al daka contained on this
computer system may be monitared, intercepted, recarded, read, copied, or captured and disclosed in any manner by
authorized personnel, Anyvone using this syskem expressly consents ko such monitoring and is advised that if such
monitoring reveals possible evidence of criminal activity, system personnel may provide the evidence of such
monitoring to law enforcement officials, and could result in punishment by fine, imprisonment, or both {15 U,5, Code
1030}, Unauthorized access or use of this computer swskem by any person whether authorized or unauthorized,
constitutes consent ko these kerms and may subject violators to criminal, civil, andfor administrative ackion.

AR RIMG* Yy AR NI G AR MING

Click OK to display the Grantee Reporting System login screen:

Grantee Reporting System

Please Login:

Enter the Password for the graniee you are reporfing on

Password:

Login

Department of Labot Privacy and Secusity Statement.
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C. LoggingIn

Enter the password that has been issued to the grantee and click
LOGIN.

** IMPORTANT **

1) Passwords are case-sensitive

2) Passwords are assigned by the Department of Labor’'s
Information Technology department (PROTECH).

3) For forgotten passwords, contact PROTECH:

Omar Karim
Karim.Omar@dol .qov
202-693-3925

Note that PROTECH will only release password information
to those individuals on their list of authorized users.

The Older Workers Grantee Reporting options page will appear:

ETA

U.S. Departuient of Labor
Eniployment and Training Administration

Older Workers Graniee Reporting

Please Select a Form:

Financial Status Data

Quarterly Progress Report |

SCSEP Performance and Results Quarterly Progress Report (SPARQ) ‘ |

Grant Closeout System
Log Out

Click on the SPARQ button to display the SPARQ Home Page:

42




C. LoggingIn

U.S. Department of Labor

Employment & Training Administration

SPARQ Home

OPRs
Grantee OFF
Sub-Grantee GPRs
State OFRs
Submission Review

Welcome to SPARQ

The goal of SPARG is to provide the United States
Department of Lahaor's Senior Community Service
Ernployiment Prograrm (SCSEPY and its Grantees an
automated systern of managing padicipant data.

SPARQ now includes the Weh Data Collection System

MDCE). The WDCS interface is an easy-to-use tool which
allows users to input their data directly into the SCSEP
Mational Database via the Web.

Reporting
Managernent Reports

Weh Data Collection System:

System Tools
e b Launch WDCE

Participant Search
DOrganization Search
SPARG User Accounts

hly User Info

/T Department of Laber Warning

You are novw logoed onto a cormputer systern operated for, and on behalf of, the
United States Government. Unauthorized access oruse ofthe system for any
purpose ather than official government husiness is punishahle by fine,
imprisonment, or bath. (18 LS. Code 1030)

Department of Labaor Privacy and Security Information

Listed on the left side of the screen are the functions the user has
permission to access. Thislist will vary according to user.




C. LoggingIn

2. Sub-grantee Log I n Process:

Sub-grantees will log directly in to SPARQ asfollows:

Usethe URL: https://www.sparg2.doleta.gov/index.cfm to access SPARQ*

U.S. Department of Labor
Employment & Training Administration

&' SPARQ Home

Welcome to SPARQ

The goal of SPARQ is to provide the United States
Cepartment of Labor's Senior Community Service
Employment Program (SCSEP) and its Grantees an
automated system of manading paricipant data.

SPARG nowe includes the Web Data Collection System
MWDCS). The WDCS interface is an easy-to-use tool which
allows users to input their data directly into the SCSEP
Mational Database via the Web.

/T Department of Labor Warning

You are now logged onto a computer system operated for, and on hehalf of, the
United States Gowvernment, Unauthorized access or uge of the system far any
purpose ather than official government business is punishable by fine,
imprisonrment, ar hoth. (18 LS. Code 1030)

Department of Labor Privacy and Security Information

Click on LOGIN in the upper right to display the SPARQ Log In
Screen:

* Please check the MPR's SCSEP website (http://scsep.mathematica-
mpr.com/) for the latest login information.




C. LoggingIn

s U.5. Department of Labor
@\ Employment & Training Administration

%, & SPARQ Login

User ID: |

Password: I

Forgot your password? Entsy your user D then click here, and you will he
sent an e-mail containing yourNggin information.

SCSEP on the Web

Enter the User ID that has been assigned.

e On initial login, enter the default system password —
“sparq123”.

e On subsequent logins, enter the user-chosen password that
was previously established.
e Clickon LOGIN.

After entering the correct User ID and password for the first time, the
SPARQ v2 user will be prompted to change the default password to a
user-chosen one.




C. LoggingIn

ny  U.S. Department of Labor
®\ Employment & Training Administration

SCSEP PERFORMANCE AND RESULTS QPR SYSTEM
Change Password
Mote: You rust change your password in order to continue. Your news password must be at least eight

characters long, and it must cantain at least one alphanumeric character, one numetic character, and
one special character (*, %, §, etc).

Current Password: I

New Password: I

Confirm New Password: I

Submit Cancel

SCSEF on the Web

In the “Current Password” field, enter the default password (“sparq123”).

Then enter a new password in the “New Password” field, and again in
the “Confirm New Password” field.

Click on the SUBMIT button.

** IMPORTANT **

1) Passwords are case-sensitive.

2) User-selected passwords must contain at least one
alpha character, at least one numeric character and at
least one specia character (for example, !, *, +)

3) If auser has forgotten his password, he should contact
the grantee or sub-grantee administrator who assigned
the initial User ID. The administrator will reset the
password to the default value of “sparql23” and
notify the user when it has been done.
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C. LoggingIn

Once the user password has been successfully changed, the SPARQ Home

Page will be displayed with the SPARQ functions that the user has
permission to access listed on the | eft:

%, U.S. Department of Labor
QB Employment & Training Administration

¢ SPARQ Home

OPRs
Grantee QPR
Sub-Grantee QIPRs
State GPRs
Subrission Review

Reporting
Management Reports

System Tools
Participant Search
Drganization Search
SPARQ User Accounts

fy User Info

Welcome to SPARQ

The goal of SPARG is to provide the United States
Department of Labor's Senior Community Serice
Employment Program (SCSEP) and its Grantees an
automated system of managing padicipant data.

SPARQ nowe includes the Weh Data Collection Systern
(WDCE). The WDCS interface is an easy-to-use toolwhich RS
allowss users to input their data directly into the SCSEP

Mational Database via the Web.

Web Data Collection System:
F Launch WDCS

/™ Department of Labor Warning

You are now logged onto a computer system operated for, and on behalf of, the
Linited States Government. Unauthorized access or use ofthe systemn for any
purpose other than official government business is punishable by fine,
imprisonment, or hoth. {18 U.8. Code 1030}

Departrment of Labor Privacy and Security Infarmation

SCSEP an the YWeb

The specific functions displayed will vary depending on the role(s)
assigned to the user. This home page shows the functions available to a
typical grantee level user.

To launch the WebDCS application, click on either the WDCS found in
the upper right or the Launch WDCS link in the center of the screen.
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C. LoggingIn

3. Multiple User Roles and Permissions:

If a user has only one role, the WDCS Main Screen will appear when
WDCS s launched:

d =
Sy, U.S. Department of Labor =:-=. -f"p a
W\ Employment & Training Administration 5 4

- SCSEP DATA COLLECTION SYSTEM

\‘_’,-': Web DataCollection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

Organizations CEA Hours

PARTICIPANT SEARCH

Participant Last Name I

Social Security # I

FIND PARTICIPANT

Add

Farticipant

If the user has been assigned more than one role, the My Roles Screen
will be displayed instead:




C. LoggingIn

U.S. Department of Labor
Employment & Training Administration
- SCSEP DATA COLLECTION SYSTEM

Web Data Collection | System SPARQ HOME | MYROLES | LOGOUT | HELP

WDCS Main = My Roles

Lsers who have multiple role assignments can use this screen to change roles. The data you will access while in WDCS depends upon
your selected role assignment.

Select |Role Type Domain Permission
e GRANTEE MR Testing RO
e SUBGRAMTEE MRFUZ Ry
e SUBRRANTEE MRF LI Ry
e SUEIGNI’EE Ernployrnent Training Administration R0
e SUBGRANTEE MRFU3 (=)
[ SUBGRAMTEE ADMINISTRATOR Employment Training Administration RO

When the user selects the appropriate role for the current session
from those that are available and clicks on CONTINUE, the WDCS

Main Screen will appear:

U.S. Department of Labor
Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I
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V. OVERVIEW OF SPARQ SCREENS

A. SPARQ Home Page

Severa universal functions are accessible to SPARQ v2 users from the
SPARQ Home Page. They include:

> Submissions*
1. Submit aFile
2. Submission History

> QPRs:

Grantee QPR
Sub-grantee QPRs
State QPRs
Submission Review

el AN

> Reports:
1. Management Reports
2. Ad-Hoc Reporting (available in SPARQ v2.1)

> System Tools:
1. Participant Search
2. Organization Search
3. SPARQ User Accounts**
4. My User Info

* Available only to Non-WDCS Users
** Available only to Grantee and Sub-grantee Administrators
A brief description of each function is provided below:

SUBMIT A FILE — This function allows SPARQ Users to submit their data
to DAS for quarterly performance reporting. In SPARQ v1, this function
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was previously available to al grantees, both DCS and Non-DCS. Starting
with the implementation of SPARQ v2.X, however, only Non-WDCS will
have access to this function for submitting their data (WDCS Users will be
entering their data directly into SPARQ). Non-WDCS submissions will be
required in comma-delimited (.csv) format on a monthly basis.

SUBMISSION HISTORY - This function provides each Non-WDCS
grantee with alist of filesthat have been previously submitted to SPARQ for
the grantee. For a grantee who has contracted out some of its grant, the
Submission History will include the files that the contractor submitted on
behalf of the grantee as well as the files that the grantee has submitted for
itself.

For Non-WDCS Users, the list will include both the xml files submitted to
SPARQ v1 as well as the .csv files that are submitted after the release of
SPARQ v2.0.

GRANTEE QPR — This function allows the user to view grantee-level
Quarterly Performance Reports produced by SPARQ. The final version of
each report for the last two years is available online. (Older reports are
archived.) Grantees will be able to view the National QPR as well as the
QPRs of all other grantees.

SUB-GRANTEE QPRs — This function allows the user to view sub-grantee
level Quarterly Performance Reports produced by SPARQ. The final
version of each report for the last two yearsis available on-line. In addition,
the last Data Quality Report that was produced will also be available. Both
grantees and sub-grantees will be able to directly view the sub-grantee level
QPRs. (Thisfunction was previously available to granteesin SPARQ v1.)

STATE QPRS- Thisfunction is only available to National SCSEP grantees.
It allows users to view state-level Quarterly Performance Reports that have
been produced for the grantee by SPARQ. The final version of each report
for the last two years is available on-line. (This function was previously
availableto national granteesin SPARQ v1.)
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SUBMISSION REVIEW - This function is similar to the Submission
History (see above) except that the list of files that is displayed for the
grantee is limited to those that the grantee has submitted on his own behalf.
(This function was previously available in SPARQ v1.)

MANAGEMENT REPORTS — This function allows users to view and print
standard management reports produced by SPARQ. A total of sixteen
reports are planned, with reports being released in SPARQ v2 as they
become available. For more information on management reports, see
Chapter 1X, Section D. (This function was previously available to DCS
users but only included six reports.)

AD HOC REPORTING — Available starting in SPARQ v2.X, this function
will allow the user to analyze SCSEP data and create customized reports.
Severa different grid views will be provided as starting points for analysis
and custom reporting. A similar function, the Data Analysis Grid Views,
was previously available to users of DCS. For more information on ad hoc
reporting in SPARQ v2, see Chapter 1X, Section E.

PARTICIPANT SEARCH — This new function allows users to search for
SCSEP participants by Last Name or Social Security Number. Users have
the option of searching only their data or the entire SCSEP database
(program-wide).

** IMPORTANT **

It is strongly recommended that Non-WDCS users utilize
this function to identify whether an applicant/participant
exists in the SPARQ database, thereby preventing duplicate

SSN errors at the time of submission. For similar reasons, it
Is recommended that WDCS users also use this function
before attempting to add an applicant/participant to the
SPARQ database.

ORGANIZATION SEARCH — This new function allows users to search for
host agencies, employers and training providers by organization name or
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SCSEP Type. It is similar to the Participant Search function in that users
have the option of searching only their data or the entire SCSEP database.
This function can assist in the prevention of duplicate organization records
in SPARQ.
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B. WDCSMain Screen

When a SPARQ user launches the WebDCS, the system opensto the WDCS
Main Screen, which has links to both Administrative and Participant
functions.

1. Administrative Functions:

Two Administrative Functions — Organizations and CSA Hours — can
be accessed from buttons at the top of the WDCS Main Screen:

U.S. Department of Labor
A\ Employment & Training Administration .
= SGSEF DATA COLLECTION SYSTEM

) ;_ Web Data Collection Svstem SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICH
Participant Last Name I

Social Security # I

FIND PARTICIPANT

Add
Farticipant

The Organizations function alows users to add and edit both SCSEP
organizations and organization contacts. The CSA Hours function
allows for adding/editing Total Paid Hours and Total Training Hours for
multiple participants on a single screen. See Chapter VI, Section C for
more detailed information on how to use these functions.

2. Participant Functions:

Participant functions are also available to the user from the WDCS
Main Screen. Located below the administrative function buttons, two
participant functions are immediately accessible to the user when the
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WDCS Main Screen first opens — Participant Search (1) and Add
Participant (2):

~ U.S. Department of Labor
¥\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

&/ Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

Organizations

FARTICIPANT SEARCH
Participant Last Name I

Social Security = I

FIRD PARTICIPANT

Add
Faricipant

2
New participant records may be added to the SPARQ database via the
Add Participant function. An existing Participant record can be located
by utilizing the Participant Search function. The participant search may
be done by participant last name or SSN. See Chapter VII for more
detailed information on how to use these functions.

Once the user locates and selects a specific participant record through
the search function, six additional participant functions become available
on the WDCS Main Screen:

1) Edit Participant

2) Edit Enrollments

3) View Participant Profile
4) Add Enrollments

5) Assignments/Exits

6) Placements
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U.S. Department of Labor
8\ Employment & Training Administration

B. WDCS Main Screen

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security #

A

Add
Farticipant

& BithDate & Street
i amas yran LA ight=town =
o ED . B 2345 0ZM41948 :}z;‘:{::; e Hight NJ na65s ¥
* i aNnASon e - cHawanna
& ) ET Joh s 122 D2O1A949 ﬁgf;:”“ Lack NY 20803 X
/ e Jones Fena o133 0201401940 Lﬁf:”‘as'e Wiightstowr A 20871 -

Selected Record

Sue Johns

NY

sporoe 112

426 Charles Lake Rd

Lackawanna, Ny 20802

(B3 TEE-2202

Eligible

& EI3 oy ¥

Exit [rate

(’r\l‘isw Participant Profile |

| Assignments/Exits

ﬁ\

3

||m
A IT/
|
4 5 6

Each of these functionsis briefly described below:

EDIT PARTICIPANT -- Allows the user to update basic information about

the selected Participant that was previously entered — Last Name, First
Name, Middle Initial and SSN.

EDIT ENROLLMENT -- Allows the user to change existing data on the

enrollment record selected or to add additional information to it.

VIEW PARTICIPANT PROFILE -- Allows the user to view a summary of
all records that have been entered into SPARQ for the chosen participant.
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ASSIGNMENTSEXITS -- Allows the user to add assignment and exit
information. When first clicked, the ASSIGNMENTSEXITS button will
display alist of existing assignment records (if any) that are associated with
the selected enrolIment:

U.S. Department of Labor

8\ Employment & Training Administration .
— SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # |

% LastName % FistName 4 SN & BithDate & Street
e Johannson Fita oo 1255 09/081949 7 harket 3t Trenton M 0311 =
5 436 Charles
[o Johnsan Sue woeoe 1122 020141949 e Lackawanna NY 20808
e Jones fona woeoe 1133 021401949 L‘;::”‘“'e Wiright stoun A 0871 =

Add
Participant

Selected Record

Sue Johnson

Enraliments

sooenoe 1122 Application
D ate

(53 7832202 i+ Edit 07 M5/ 2005 ki

Select

Eligible Exit [ ate

[ View Participant Profile ] | AszignmentsExits | | FPlacements |

At this point, the user may choose to add a new assignment to the SPARQ
database by clicking on the ADD ASSIGNMENTS AND EXITS button
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(1). Or, the user may select one of the existing assignments to update the
associated data already captured in SPARQ and/or to add additional
information to the assignment record (2).

PLACEMENTS -- Similar to the Assignments/Exits function. When the
PLACEMENTS button is first clicked, it will display alist of the existing
placement records in SPARQ (if any) that are associated with the selected
enrollment:

. U.S. Department of Labor
&\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

A pihpate & Straet

v v
' Johannson Rita w1255 000131540 97 Market 5t Trerton NJ Ma11 2
& IEI Jsohnson Sue woewn- 1122 020141848 ﬁs:g:nes Lackawanna NY 20808
e Jones fona w1133 0241401948 :,i;:z"‘as'e Wirightstour P 20871 =

Add
Farticipant

Selected Record

Sue Johnson

Enrallments

seonee 1122 Application
[ ate

(834) 7832202 i+ (== 07582005 i

Select Eligible

(View Participant Profile | ([T PesgnmentEats | [ Flasement |

Placements for Application Date: 0711 5/05

Start Date End D=te
0501 £2006 Amercan Landscapes Inc

\v —
Vo
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Once the user chooses a specific placement, he/she can update the
existing placement data or add additional information to the placement
record (1). To add a new placement record to the enrollment that has
been selected, the user clicks on the ADD PLACEMENT button to
begin that process (2).

See Chapter VII for more detailed instructions on how to use these
functions.

3. Common SPARQO Functions:

There are several common functions that can be accessed from the
WDCS Main Screen as well as all other pages in SPARQ. Both the
SPARQ HOME Page and the My Roles Screen can be directly
accessed by using the links available in the upper right. In addition, at
any time, the user may log out of SPARQ by using the LOGOUT link.

Note that the HEL P function is not functional in SPARQ v2.0.

iRy, U.S. Department of Labor . =4_;‘ .r".. |
v\ Employment & Training Administration : 4
. - SCSEP DATA COLLEGTION SYSTEM

j- Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH

Participant Last Name I

Social Security # I

FIRD PARTICIPAMNT

59 IV: Overview of SPARQ Screens



A. Submissions

V. UNIVERSAL SPARQ FUNCTIONS

Severa high-level functions are universally available to all users of SPARQ
v2. Grouped into four categories, they are accessible from the SPARQ
Home Page. A description of each function is provided below:

A. SUBMISSIONS

This category of functionsis only available to Non-WDCS Users.

1. Submit aFile:

In SPARQ v1, the Submit a File function was used by all grantees to
transmit their SCSEP data to DAS via xml files. In SPARQ v2, however,
most grantees no longer need to use this function since they are WDCS
Users who enter their SCSEP data directly into the system. Only the Non-
WDCS users will be required to access this function to submit their program
data to SPARQ v2 using a set of four comma-delimited (.csv) files.
Although not functional in SPARQ v2.0, the Submit a File function will be
made available to Non-WDCS Users in time for them to complete their
PY 2005 submissions.

2. Submission History:

To obtain a full listing of the files that have been submitted on behalf of a
grantee, click on Submit a File link on the left side on the SPARQ Home
Page. Note that there can be more than one submitter sending files to
SPARQ for a given grantee. This occurs, for example, when a grantee
contracts out some or all of its grant to other SCSEP grantees.

The following is a sample Submission History report:
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U.5. Department of Labor
Employment & Training Administration

Submission History

Database: Atlanta A48 - JFCS =l
Data Submission

Reporting Period: | 2004 vI IQuar‘[eH v|
Submit a File
GO

Submission History

QPRs ReportPeriod Database FileName ~ SubmitDate Status
Grantee QPR 2004 Q1 Atlanta A88  H¥MLIFCS2 18T qir SCEEF_84f8ebi1d- 0202/2005 PROCESSED
- JFCE f284-411b-ac34-fd05halBkRel d_2-18-
Sub-Grantee QPRs 2005_3-11-47_Phism
State CPRs
— : 2004 @1 Aflanta A%%  SCSEP_84f3ehid-62845-411b-ac3b-  12002/2004  NULLIFIED
Submission Review - JFCE fll5hat68e1d_11-30-2004_2-20-
148_PM.xml

EXR The Exception Report listz errors that resulted in a submission being rejected.

SEP on the Web

Note that these reports can be displayed for a specific program year and
guarter at either at the grantee or the sub-grantee level.
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B. QPRs

1. OPRs

The QPRs function will not be fully operational until SPARQ v2.X. For this
reason, only a high-level description is included here.  Additional
information about these reports can also be found in Chapter | X.

Beginning with SPARQ v2.X, grantees will be able to access a new version
of their grantee-level QPRs that incorporates some new edits. To view these
reports, the user first clicks on the Grantee QPR link on the left side of the
SPARQ Home Page, then chooses the appropriate Program Year and
Quarter for the specific report to be viewed.

In addition to grantee level reports, SPARQ v2.X will also produce sub-
grantee level QPRs that can be accessed by the grantee. Unlike in SPARQ
v1, however, the sub-grantee who owns the data will also have the authority
to directly access sub-grantee QPRs. To view these reports, the user selects
the Sub-grantee QPR link on the left side of the SPARQ Home Page, then
chooses the appropriate Program Y ear and Quarter for the specific report to
be viewed.

For national grantees, state-level QPRs will also be available in SPARQ
v2.X. These reports summarize the national grantee's performance by state
for each state in which it operates. To view one of these QPRs, the user first
clicks on the Sub-grantee QPR link on the left side of the SPARQ Home
Page. The user then designates the specific state of interest and chooses the
appropriate Program Y ear and Quarter for the report to be viewed.

All QPR reports can be printed directly from SPARQ or saved as an html
file.
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2. Submission Review:

This function allows the user to display alist of all files that the grantee has
submitted to SPARQ. It is similar to the Submission History function
except that the list it produces excludes any files submitted for the grantee
by someone other than the grantee.

To view a Submission Review, click on the Submission Review link on the
SPARQ Home Page. Thefollowing isasample Submission Review report:

> U.S. Department of Labor
@\ Employment & Training Administration

& Submission Review

Grantee: Georgia
Data Submission Datahase: Atlanta A& - JIFCS j
Subrit & File Reporting Period: |2005 j |Quaner1 j
Subrnizssion History Iﬂ‘
QPRs
Grantes QPR ReportPeriod  Database  SubmitDate  Status
Sub-Grantee OFRs 2005 G AMlanta AR - JFCS 1201512005 PROCESSED
State OPRs 2005 Q11 AMlanta A%A - JFCS 1201472005 MULLIFIED
Submission Review 2005 Q1 Aflanta AAs - JFCS 12/07/2005 MULLIFIED
20045 G Atlanta AAA- JFCS 1102152005 MULLIFIED

EXR The Exception Report lists errors that resulted in a submission being rejected.

SCSEP on the Web

Similar to Submission History, the Submission Review report can be
displayed for a specific program year and quarter at either at the grantee or
the sub-grantee level.
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C. REPORTS

Management Reports is currently the only function listed in the Reporting
Section of the SPARQ Home Page. A variety of standard management
reports are planned for SPARQ v2 and will be released as they become
available.

To access these reports, click on the Management Reports link on the
SPARQ Home Page and the following screen will be displayed:

py,  U.S. Department of Labor
B\ Employment & Training Administration

SCSEP PERFORMAMCE AND RESULTS QPR SYSTEM

¢ Management Reports SPARQ HOME | WDCS | LOGOUT | HELP
APPLICANTS
QPRs Pending
Grantee QPR i
Ineligible
Sub-Grantee GPRs Eligible, not Assigned or on YWaiting List
Siate QPRs Waiting List
Submission Review
PARTICIPANTS
Reporting Active
) Management Reports Exited
System Tools Started Employment but notyet Achieved 30 Days
Participant Search Achiewved Placernent but not yet Achieved Retention

COryanization Search FOLLOW.UPS

SPARG User Accounts gl
My User Infa Pending, Disnlaved by Month
Beyond Due Date

HOST AGENCIES

Host Agencies
Assinnments by Host Agency

EMPLOYERS

Unsubsidized

Employers by Placements

SCSEP an the Web

Reports are grouped into five convenient categories as shown above.
Specific links will be enabled as reports become available.
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Note: Ad Hoc Reporting is planned for a later release of SPARQ. See
Chapter I X for abrief overview of this function.

Users will access the Ad Hoc Reporting function from alink in this
section when it is implemented.
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D. SYSTEM TOOLS

1. Participant Search:

This new function allows users to search for SCSEP participants by Last
Name or Social Security Number. Users have the option of searching only
their data or the entire SCSEP database (program-wide). Both WDCS and
Non-DCS Users are strongly encouraged to utilize this function to help
prevent duplicate SSN errors as well as overlapping enrollment errors at the
time of data entry/submission.

To use this function, click on the Participant Search link on the left side of
the SPARQ Home Page. When the Participant Search Screen opens:

gy, U.S. Department of Labor

"\ Employment & Training Administration
= ‘SCGSEP PERFORMANGE AND RESULTS QPR SYSTEM

& Participant Search SPARQHOME | WDCS | LOGOUT | HELP
Last Name:l s FProgram-wide
QPRs ; ' Grantee: MR Testin
Grantee QPR =t I g
Sub-Grantee QPRs SEARCH
State OPRs

Submission Review

Reporting
MManagement Reports

System Tools
Participant Search
Drganization Search
SPARC User Accounts

My User Info

SCEEF on the Web

enter a last name (either partial or whole) and select the type of search
desired — program-wide or limited to the database for which the user is
authorized. Then click on SEARCH:
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L.S. Department of Labor
A\ Employment & Training Administration

= DA q i
skip page mast I:I
=0

SCSEF PERFORMAMNCE AND RES
Participant Search

SPARO HOME | WDCS | LOGOUT | HELP

Last Name: |CHAL
SSH; |

& Prograrm-wide

Data Submission  Grantee: Mathematica

Submit a File

Submission History
QPBRs

Grantee QPR

Sub-Grantee QPRs

State OPRs

Submission Review

When the screen is refreshed, it will display atable of participant names that
begin with the value that was entered into the Last Name field:

U.S. Department of Labor
&\ Employment & Training Administration

SCSEF PERFORMANCE AND RESULTS QPR SYSTEM

Participant Search

SPARQ HOME | WDCS | LOGOUT | HELP

Last Name: |CHAL & Prograrm-wide

Data Submission

b ' Grantee: Mathematica
Subrmit & File =ik |
Submission History SEARCH
QPRs

Grantee QPR
Sub-Grantee OPRs
State QPRs
Submission Review

Reporting
~ Management Reports

Monitoring
QPR Review

2L Dowenload
COADM Nata Fvanrt

Challingswood Mark

9999
Chs|mers Marilyn HoeE
5225

Mational Caucus and Center on NCBEA -
Black Aged, Inc. PADTO

Mational Caucus and Center on NCBA- ILO0E
Black Aged, Inc.

To view basic information for a specific participant, click on the SELECT
button located to the left of the participant’ s name:
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ny, U-S. Department of Labor
R\ Employment & Training Administration

SCSEF PERFORMAMNCE AND RESULTS QFR SYSTEN
Farticipant searcn

Participart Search = Search Results = Search Detail

Data Submission

Submit a File Hame: Mark Challingswood
Submission History SSN: worio- 3933
Phone Number: 1237000777
QPRs Birth Date: 1201511948
Grantes QPR Address: 101 Maple Avenue, Apt. 8-B
Sub-Grantee QPRs ark, PA 19455
State OPRs Participant ID: 95171
Subrnission Beview
Grantee: Mational Caucus and Center an Black Aged, Inc.
Reporting Sub-Grantee:  MNCBA- PAD1D

_ lanagement Reports

Monitoring

2. Organization Search:

This new function allows users to search for host agencies, employers and
training providers by organization name and/or SCSEP Type. Itissimilar to
the Participant Search function in that users have the option of searching
only their data or the entire SCSEP database (program-wide). Like
Participant Search, this function can also assist in the prevention of
duplicate records.

To use this function, click on the Organization Search link on the left side of
the SPARQ Home Page. When the Organization Sear ch Screen opens:
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LS. Department of Labor

Employment & Training Administration

SCSEF PERFORMANCE AND RESULTS QPR SYSTEM

7' Organization Search

OPRs Organization Name: |
Grantee QPR Include: 7 Host Agencies Search Tvpe: & gagins With
Sub-Grantee QPRs ¥ Employers " Contains
State OPRs ¥ Training Praviders  Exact

T % CF
Submission Review uzzy
SEARCH

Repeorting
Management Reports

System Tools

Participant Search

Crganization Search
SPARQ User Accounts

My User Info

SCSEP on the YWeh

the user selects which SCSEP Type(s) to include in search results. Note that
more than one SCSEP Type can be selected for a given search.

In addition, the user can choose one of four Search Types:

BEGINS WITH — SPARQ will return all records that begin with the letter
combination that was input into the Organization Name field. For example,
If “WOR” is entered, SPARQ will return record such as WORLD TRAVEL
and WORTHINGTON’'S MEN'’ S SHOP.

CONTAINS — SPARQ will return al records that contain the letter
combination that was input into the Organization Name field. For example,
if “AMER” is entered, records such as AMERICAN PLASTICS and
CRAMER ELECTRONICS will be included in the search results.

EXACT — SPARQ will return only those records that are identical to what
was input into the Organization Name field. For example, if “ABC
Training” is entered, SPARQ will display ABC TRAINING, but not ABC
TRAINING, INC. or ABC TRAINERS.
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FUZZY — When this search type is chosen, SPARQ will return all records
that have a name similar to what is input into the Organization Name field.
For example, if “ROSS & ASSOCIATES’ is entered, SPARQ may return
records such as ROSE'S ANTIQUE SHOPPE, ASSOCIATION OF
RETIRED TEACHERS, RUSSELL STOVER CANDIES, SPELLMAN &
ASSOC., etc.

Note that SPARQ defaults to a Search Type of “Begins With”.

3. SPARO User Accounts:

Unlike the other universal SPARQ functions, SPARQ User Account is
limited to those users who have been designated as Grantee and Sub-grantee
Administrators. It is a mechanism for these authorized users to set up new
SPARQ User IDs, to assign roles and permissions to those new users, and
when necessary, to reset passwords. This function is described in detail in
Chapter 3, Section B.

4. My User Info:

The My User Info function alows the user to review his privileges at any
time. It aso allows the user to change his password whenever he chooses.
To access this function, click on the My User Info link on the SPARQ
Home Page and the following screen will appear:
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- U.S. Department of Labor
&\ Employment &Training Administration
= ‘SCSEF PERFORMAMNCE AND RESULTS QPR SYSTEM

& My User Info

SPARQ HOME | WDCS | LOGOUT | HELP

User ID: Kenny
QPRs
Grantes QPR + First Name: |Kenny
Sub-Grantee UPRs * Last Name: [howdhary
State UPRs

= : E-mail Add B
Submission Review = ress I

Repnrling Phone Number: I

Management Reports £ Recjuired Figld. SAVE

System Tools
Participant Search

Crganization Search
SPARC User Accounts

Change Your Password

Assigned Roles

My User Info GRANTEE MR Testing RWD
SUUBGRAMTEE MRFLZ Rt
SUBGRANTEE MRFLH Rty
SUBGRANTEE Employment Training Administration RWYD
SUBGRAMTEE MRFLU3 Rt
SUBGRANTEE ADMIMISTRATOR Employment Training Administration RyD

SCSEP on the YWeb

The upper portion of the screen displays the user information that your
Grantee/Sub-grantee Administrator entered when first establishing your
SPARQ account. The lower portion of the screen lists the specific privileges
that you have been granted — what roles you can assume when working in
SPARQ, the groups of data you can access, and the rights or permissions
that you have been given to create and alter data.

In order to change your password, click on the Change Y our Password link.
The Change Passwor d Screen opens:
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ey, U.S. Department of Labor

i\ Employment & Training Administration
s 'd : ¥ SCSEP PERFORMANGE AND RESULTS QPR SYSTEM

SPARGQ HOME | WDCS | LOGOUT | HELP

MNote; Your new password must be at least eight characters long, and it must contain at least one

QPRs alphanurneric character, ane numeric character, and one special character %, %, §, etc.).
Grantee QPR
Sub-Grantee OPRs Current Passwori: |m
State OFPRs

New Password: |”’”’“’m
Submission Review

Confirm New Password: I

Reporting E
Submit Cancel
Management Reports 4 4

System Tools
Participant Search
Organization Search

SPARG User Accounts
hly User Info

SCEEP on the Weh

Enter the password you are currently using into the “Current Password’
field.

Enter a new password into the New Password field, and then again into the
“Confirm New Password” field.

Click SUBMIT and the following confirmation message will be displayed:
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U.S. Department of Labor
Employment & Training Administration

Change Password SPARQ HOME | WDCS | LOGOUT | HELP

Your password was changed successfully.
QPRs

Grantee QPR
Sub-Grantee OFRs
State OPEs
Subrizsion Review

Reporting
MManagement Reports

System Tools
Participant Search
Crganization Search
SPARQ User Accounts

fy User Info
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VI. ADMINISTRATIVE FUNCTIONS

A. ADDING/EDITING SCSEP ORGANIZATIONS

1. Adding SCSEP Organizations:

The functionality for adding SCSEP organizations is accessed from the
WDCS Main Screen. To start, click on the ORGANIZATIONS
button in the Administrative Functions section:

N, U.S. Department of Labor
v\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIND PARTICIPANT

The following Organizations Screen will open:
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S, U.S. Department of Labor
@\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

&/ Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP
arys O

WDOCS Main = Organizations

Drganizations“ Oy ezl |

Contacts

Organization Name |

Organization Type I A l

& Hostagency O Employer © Training Pro\rider@

Users can add information about a Host Agency, Employer or Training
Facility by selecting one of the SCSEP Types and then clicking on ADD.

A new data entry screen for the type of organization selected by the user

will open. Depending on the SCSEP Type selected, one of the following
screens will appear:
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For SCSEP Type = Host Agency:

U.5. Department of Labor
Employment & Training Administration 5
- SCSEP DATA COLLECTION SYSTEM

Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

WEOCS Main = Organizations = Add Organization

HOST AGENCY INFORMATION

4. Name of host agency

5. Host agency mailing address

a. Number and Street, Suite Number; or PO Box I
b. City |
c. State |Select One j
d. Zip code |

. FEIN I

7. Host agency type I vI
Ta. Date of host agency agreement I IZ'
7h. Date of host agency monitoring visit I IZ'

8a. Host agency job codes i [select one j
il Zelect One j
il Select One j

8b. Host agency continued availability g pvailable © b kot available  Clear
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For SCSEP Type = Employer:

U.S. Department of Labor

Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

EMPLOYER INFORMATION

3. Name of employer |

4. Employer mailing address

a. Number and Street, Suite Number; or
PO Box

|
b. City |
. State |-Se|ec:t One- j
. Zip code |

5. FEIN I

6. Employer type ISeIect One '|

9. Employment site name and location |

9a. Employment received customer
satisfaction survey in PY

9b. Employer continued availability
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For SCSEP Type = Training Provider:

R, U.S. Department of Labor
¥\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

\j— Web DataiCollection System SPARQ HOME | MYROLES | LOGOUT | HELP

TRAINING PROVIDER INFORMATION

23. Name of training provider or OJE/QJT I
employer:

24. Training provider or OJE/OJT employer mailing address

a. Number and Street, Suite Number; or
PO Box

b. City |
c. State |—Se|ect One- j
d. Zip code |

25. Training provider continued availability

Enter the appropriate information into the blank cells on the data entry
screen and click on SAVE to create a new organization record in

SPARQ.

Note that when initialy creating an organization record, the organization
may be designated as only one SCSEP Type — host agency, employer or
training provider. However, the program allows a given organization to
play more than role (for example, an organization may serve as both
Host Agency and Employer). In these cases, the Edit Organization
function can be used to indicate that the organization serves as more than
one SCSEP Type. See next section for more information.
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** IMPORTANT **

o Federal Employer Identification Numbers (FEINS) must
be unique in SPARQ.

e The combination of (Organization Name + State) must
also be unique.

2. Editing SCSEP Organizations:

To edit a SCSEP organization that was previously entered into SPARQ,
the wuser first accesses the function by clicking on the
ORGANIZATIONS button in the Administrative Functions section of
the WDCS Main Screen.

When the Organizations Screen opens, the user utilizes the search
function to locate the specific organization record to be updated.
Entering the name of the organization to be edited into the Organization
Name field and clicking on FIND will produce a list of records that
match the entered criteria

Instead of entering a specific organization’s name in its entirety (e.g.,
“ABC Professionals’), a single letter (e.g., “A”) or a combination of
letters (e.g., “ABC”) may be input into the Organization Name field. In
the latter two cases, the list of records that is returned will contain all
organizations with names that begin with that letter or letter
combination. The user also has the option of further limiting the search
results by specifying a SCSEP Type.

Organizations will be listed in alphabetical order in the search results.
For example:
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U.S. Department of Labor
Employment & Training Administration "
- SCSEP DATA COLLEGTION SYSTEM

Web Data Collection System SPARQHOME | MY ROLES | LOGOUT | HELP

WDCS Main = Organizations

- Organization
Cllganlzatlons][ Eontacts ]

Organization Name I

Organization Type I - I

~idrganization

. & Type
¥ Name v /e
=08 A1 Tech Solutions 16-2301222 For-profit 15 Morth hgin Pennington HNJ 0994 40753 -
R A2 Resounce .
Edit Management Employer 23-9996909 Far-profit GO0 Spruce hontgomery  NJ 03552 407ET
prrm M40 Ate Service  Training " .
Ediit ety Broies Mot-for-profit 984 Brunsuick Awe Daytan A 18550 40778 =

9 Organizations resulting from search: a

& Hostagency O Employer € Training Pro\rider@

Click on EDIT for the organization to be updated and the data entry
screen for that organization will open:

80 VI: Administrative Functions



A. Adding/Editing SCSEP Organizations

iy, U.S. Department of Labor . =:z_ i .r".. q
w\ Employment & Training Administration : Vi
- SCSEP DATA COLLECTION SYSTEM

“_’,-'; Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

WDCS Main = Edit Organization

— Organization
[Drganlzatlons] Eontacts |

Edit an Organization

Organization name IAAA Auto Service and Repair

Organization mailing address

a. Number and Street, Suite

Number; or PO Box I955 Brunswick Ave

b. City |Daytun
c. State [PENNS TLVANIA =l
. Zip code |18550
7 Host Agency
SCSEP type é_ ll.lnsuhsidized
rrployer

¥l Training Provider

FEIN I

Organization type: I Mat-for-profit h l

Training Provider Data

25. Training provider continued availability

At this point, the user may change any of the existing data or input new
data previously left blank.

Certain fields on the screen may be grayed out, depending on the SCSEP
Type of the organization selected for editing. If the organization is only
a Host Agency, the users will not be able to add or edit fields that apply
only to Employers and Training Providers. Similarly, if the organization
serves as only a SCSEP employer or as only a SCSEP Training Provider,
the fields that are not applicable will be grayed out.
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When editing an organization, the user may designate, if applicable, a
second and third SCSEP Type for the organization. Simply click on the
box for the appropriate SCSEP Type(s). Once an additional SCSEP
Type is checked, additional fields specific to that SCSEP Type will
become available for data entry.

Once al editing changes have been made, the user must click on SAVE
to update the database.
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B. ADDING/EDITING ORGANIZATION CONTACTS

1. Adding Organization Contacts:

The functionality for adding organization contacts is accessed from the
WDCS Main Screen. To start, click on the ORGANIZATIONS button in
the Administrative Functions section:

After the Organizations Screen opens, click on the ORGANIZATIONS
CONTACT tab.

N U.S. Department of Labor r W“}

&\ Employment & Training Administration
— SCSEP DATA COLLECTION SYSTEM

&J Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

WD S Main = Organizations

Qrganization
Contacts

Organizations

anization Name |

Organization Type I - |

& Hostagency 0 Employer £ Training Providerw

When the Organizations Contact tab opens, click on the ADD CONTACT
button to begin the process of entering a new organization contact:

83 VI: Administrative Functions



B. Adding/Editing Organization Contacts

U.S. Department of Labor

8\ Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

Web Data Collection System SPARQHOME | MYROLES | LOGOUT | HELP

WDCS Main = Contacts

o izati Organization
rpanizationz gl ]

Contact last name | FIND

"\

Enter the appropriate information into the blank cells on the data entry
screen. Before saving the data, the user must also link the organization
contact to a specific organization. Use the Organization Information
Link Box to choose an organization from alist of al of those available:
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WDCE Main = Comtacts

o izati Organization
rganizations Eontacts ]

Organization Contact Name:

Name of contact Last Mame First Marme

|Elr0wn Dan

Contact’s mailing address if different from Organization

a. Organization or address field 1 I

b.Number and Street, Suite Number; or PO Box or I

address field 2

c. City |

d. State |Se|ect One j . Zip Code

Title |Director, Library Salutation & wr s Clear

Phone Number IEDQ 7E2IID

Fax Number I

E-mail I

Funding source of ¢ Fogarg)

supervisor
i ' Mon-Federal $| thourly rate)l {average hours perweek)
personfsupenvisor  Clear

Organization Information Link

Current Organization name SCSEP Type
Select an QOrganization 'J

When the screen is refreshed, the selected organization will be displayed
under Current Organization Name:
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o izati Drganization
rganizations i ]

Organization Contact Name:

Name of contact Last Mame First Marme

|Elrown Dan

Contact's mailing address if different from Organization

a. Organization or address field 1 I

b.Number and Street, Suite Number; or PO Box or I

address field 2

. City I

il. State |Se|ect One j e. Zip Code

Title |Direcmr, Library Salutation @, s, Clear

Phone Number IEDQ 2752722

Fax Number I

E-mail I

Funding source of ¢ rogqpg)

supenisor I I
o e € Non-Federal § thourly rate) {avarage hours per week)
person/supenisor  Clear

Organizatiestrformation Link

Ccurrent Organization name SCSEP Type
Aspirations v Host Agency

S~
| Select A Omyawizatian

1

2

Choose the appropriate SCSEP Type from those listed (1), then click on
SAVE (2) to create a new organization contact record in SPARQ.
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2. Editing Organization Contacts:

The functionality for editing organization contacts is also accessed by
clicking on the Organizations button in the Administrative Functions
section of the WDCS Main Screen. When the Organization Screen
opens, click on the Organization Contacts tab.

ey, U.S. Department of Labor . =:z— o .r“l. q
v\ Employment & Training Administration 4 4
- SCSEP DATA COLLECTION SYSTEM

=) 7/ Web Data Collection System s | e | LrEn [ s

WOCS Main = Organizations

— Organization
Drganlzatlons“ Eontack

Organization Name |

Organization Type I - I

On the Organization Contacts Screen, the user first uses the search
function to locate the specific organization contact record to be edited.
This search function is similar to the Organization Search function.
Enter the last name of the organization contact to be edited, then click on
FIND. A list of records that match the entry will be displayed.

Instead of entering a specific organization contact’s name in its entirety
(e.g., “ABC Professionals’), asingle letter (e.g., “A”) or acombination
of letters (e.g., “ABC”) may be input. In the latter two cases, the list of
records that is returned will contain all organization contacts with names
that begin with that letter or letter combination.

In the search results, organization contacts will be listed in aphabetical
order. For example:
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U.S. Department of Labor

a\ Employment & Training Administration

WDCS Main = Contacts

o izati Organization
rganizatiaons Euontacts 1

Contact last name |

Last Name

First Hame

B. Adkins ki 07245001
Edit B. Bryart Phillip 04TEE3550
% B. Johnsan Cecelia POBTZRO006

— N\

attresulting from search: b

When the search results appear, click on the EDIT button next to the
organization contact record to be edited. This opens a data entry screen for
the organization contact selected by the user:
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Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

Web Data Collection System SPARQHOME | MYROLES | LOGOUT | HELP

WDCS Main = Contacts

o izati Organization
ranizationz e ]

Organization Contact Name:

Name of contact Last Name First Mame

|B. Adkins Vikki

Contact's mailing address if different from Organization

a. Organization or address field 1 I

b.Number and Street, Suite Number; or PO Box or I

aildress field 2

c. City |

d. State | Select One j . Zip Code

Title I Sahrtation o s Clear

Phone Number I?DE?E 45001

Fax Number I

E-mail I

Funding source of ¢~ pogarg)

supervisor
e 0 Mon-Federal $| {hourly rate)l (average hours per week)
person/supenisol  Clear

Organization Information Link

Current Organization name SCSEP Type
Ronald MeDonald House W Host Agency

If you wish to link this contact with another organization, select it here j

At this point, the user may change any of the existing data or input new
data previoudy left blank. When done, the user must click on SAVE to
update the database.

89 VI: Administrative Functions



C. Adding/Editing Hours for Multiple Participants

C. ADDING/EDITING CSA AND TRAINING HOURS FOR
MULTIPLE PARTICIPANTS

1. Adding CSA and Training Hours for Multiple Participants:

The functionality for entering CSA Total Paid Hours and Total Training
Hours for multiple users can be accessed from the WDCS M ain Screen.

To start, click on the CSA HOURS button in the Administrative
Functions section:

> U.S. Department of Labor
v\ Employment & Training Administration .
= SCSEFP DATA COLLECTION SYSTEM

&) WebData Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH

Participant Last Name I
Social Security I

FIMND PARTICIPART
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When the CSA Hours Screen opens:

S U.S. Department of Labor
B\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

&y Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

WDSS hain = CSA Hours

Grantes/Sub-Grantee IChonse a Grantee/Sub-Grantee

Prograrm Year |Chonse a Program Year ¥

2

(1) Select the correct set of data to work with using the Grantee/Sub-Grantee

dropdown. In addition, select the appropriate Program Y ear from those
available in the Program Y ear dropdown

(2) Clicking on FIND refreshes the CSA Hours Screen and displays a new
data entry section:
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. U.S. Department of Labor v =:-E -F"‘p ™|
v\ Employment & Training Administration s 4
— SCSEP DATA COLLECTIONM SYSTEM

& Web Data Collection System SPARQHOME | MY ROLES | LOGOUT | HELP

WDCS Main = CSA Hours

Grantee/Sub-Grantee IDOL - ETA j

Program Year IQDD5 ﬂ

Program Year 2005

Hours Worked Training Hours
Participant Name Host Agency otr 1 Citr 2 otr 3 Ctr 4 otr 1 Otr 2 otr 3 otr 4
Johnson, Sue {1122)

e B TR — PN | —

Jones, Anna (1133)

gui:tgrazsiness I | | | | | I I

Jones, Mary (0111)
Aspirations |:1EE |55 IED I IQD |1 5 | |

Lee, Amy (9100}

Princetan Public
Litrary

Price, Judy (0456}
Princeton Pubilic I | [ | | | I I

Library
e YR

RN

The table lists in alphabetical order all participants with one or more active
assignments in the selected program year. At this point, the user may enter
CSA Total Paid Hours and/or Total Training Hours by quarter for the
assignment(s) of any of the participants listed. When data entry is
completed, the user must click on SAVE to update the database.

Bs  s0 o ] | | ! !
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2. Editing CSA and Training Hours for Multiple Participants:

The functionality for editing CSA and Training Hours for multiple
participants is also accessed by clicking on the CSA HOURS button in the
Administrative Functions section of the WDCS Main Screen:

. U.S. Department of Labor
®\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

& Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH

Participant Last Name I

Social Security # I

FIRD PARTICIPAMT

Add
Farticipant
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When the CSA Hour s Screen opens:

N, U.S. Department of Labor
@\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

j' Web Data Collection System

SPARQ HOME | MYROLES | LOGOUT | HELP

WDCS Main = CSA Hours

Grantee/Sub-Grantes |Chnose a Grantee/Sub-Grantee =

Program Year |Chnose a Program Year

A 1

2
(1) Select the correct set of data to work with as well as the appropriate
Program Y ear using the dropdowns.

(2) Click on FIND to refresh the CSA Hours Screen so that it displays the
data entry section:
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U.S. Department of Labor

8\ Employment & Training Administration

WOCE Main = CSA Hours
Grantee/Sub-Grantee |D0|- - ETA j

Program Year | 2005 =l

FIND

Program Year 2005

Hours Worked Training Hours
Participant Name Host Agency otr 1 otr 2 atr3 otr 4 atr 1 otr 2 otr 3 otr 4
Johnson, Sue (1122)

e ]l — 2 ——

Jones, Anna (1133)

guisetgrazsiness I I | | | | | I

Jones, Mary (0111}
Aspirations a5 |65 60 | 20 [15 | |

Lee, Amy (9100)

Princetan Public
Likirary

Price, Judy (0456}
Frinceton Public I I | | I I I I

Librany

N

Similar to the Add CSA Hours function, the Edit CSA Hours function
displays in aphabetical order all participants with an active assignment in
the selected program year. At this point the user may change any CSA Total
Paid Hours field and/or Total Training Hours field previously entered or add
new data. When all editing is completed, the user must click on SAVE to
update the database.
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VII. PARTICIPANT FUNCTIONS

A. ADDING A NEW PARTICIPANT

Before attempting to add a new participant record to SPARQ, it is strongly
recommended that the user search for the person in the SPARQ database.
By using the program-wide Participant Search function on the SPARQ
Home Page, the user can identify if a database record already exists for the
person. (See Chapter 5, Section D for instructions).

Once it has been confirmed that the new applicant/participant does not
dready exist in SPARQ, he can be added to the database. The Add
Participant function allows the user to do two things: 1) add basic
participant data into the system, and 2) create an enrollment for the
participant.

To begin the process, click on the ADD PARTICIPANT button on the
WDCS Main Screen:

U.5. Department of Labor

o\ Employment & Training Administration .
— SCSEP DATA COLLECTION SYSTEM

\j_ Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH

Participant Last Name I

Social Security # |

FIMD PARTICIPANT

T

The screen that will appear next is the Participant | nformation Screen:
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U.S. Department of Labor ’ W“}

W\ Employment & Training Administration
— SCSEP DATA COLLECTION SYSTEM

\‘j_ Web DataCollection System SPARQ HOME | MY ROLES | LOGOUT | HELP

WDCS Main = Add Pardicipant

Participant Elicibilit Cther Persanal Eliggiboilitsy Enrallmert
Information ity Characteristics Determination  Information

PARTICIPANT INFORMATION

Local Site Case Worker

1. Last Name

2. First Name

|
|

3. Middle initial I—
|

4. Social Security Number

5. Home phone number (I } I . I

6. Mailing Address

a. Number and I 8. Homeless?
Street, Apt.
Number; or PO " ps O plo Clear
Box
) #a. Urban/Rural
b. City I
C Urban € Rural Clear
c. County
I 9. Application date for enrollment or re-
enrollment
d. State |Se|ec:t One =
e. Zip Code I I lzl

** IMPORTANT **

Three fields are required in order to create a new Participant record —
Last name, Social Security Number and Application Date.

If the user attempts to add a new participant using a Social Security Number
that already exists in SPARQ, the following message will appear:
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. U.S. Department of Labor
g\ Employment & Training Administration

WOCS Main = Add Enroliment

Participant Mame PendFU1-Pass001 PendF U1-Pass001

SEM wn-x-0001
Grantes
e ( : Status
Fpp Date
Participant i Cther Personal Eligribility Enrollmert Exit Dat
Infarmation Bligibilfty Characteristics Determination  Information ®

Note: The following participant was found with that Social Security Humber. Please continue if you wish to add a new
enrollment for this participant.

PARTICIPANT INFORMATION

Local Site Case Worker
1. Last HName FendFlU1-Pass001
2. First Name FendFU1-Pass001
3. Middle initial
4. Social Security Number 00 - - 0001
5. Home phone number (939 1 |55E NiRE

6. Mailing Address

a. Number and I 8. Homeless?
Street, Apt.
Number; or PO ' ygg 0 np Clear
Box
b City | 8a. UrbanRural
b
' Urban © Rural Clear
c. County I

At this point, the user can either add a new enrollment for the existing
participant, or return to the WDCS M ain Screen and begin again.

If the Social Security Number that is entered is not a duplicate, the user may
navigate to the other participant screens after completing data entry on this
screen. This can be accomplished either by clicking on the NEXT button at
the bottom of the page or by selecting one of the choices on the navigation
bubble line located in the upper left. Note that the navigation bubble line
presents the participant screens in the same logical sequence they appeared
in the previous version of the DCS. While screens do not have to be
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accessed in order, for the purposes of this discussion, they will be reviewed
In sequence.

Clicking on the NEXT button, the user is brought to the Eligibility
I nformation Screen:

U.S. Department of Labor
Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

Web Data Collection System

SPARQ HOME | MYROLES | LOGOUT | HELP

WDCS Main = Add Participant

Participart Mame
SSM
Grantes
Status
Fpp Date
Exit Date

UG
xxx-xx-1414

—O0—© -

Participant Eliggbilty Cther Personal Eligikoility Enrollment
Information Characteristics Determinstion  Information

D0 1/2005

ELIGIBILITY INFORMATION

10. Date of birth | ]  1t.Numberinfamty |

12. Receiving public assistance? (check as many as apply)

a [ mo b. [ Supplemental Security Incarme (S0 e [ TANF
d. [ State or local welfare (General Assistance) e. [ Food Stamps
. [ Subsidized housing g. [ Social Security Disability (3500 h. O ather (specifa

13. Employed prior to participation?

i Emploved € ii. Emploved, but with notice oftermination € iii. Mot ernployed | Clear

14. Total includable family income for last six months, annualized § |
15. Family income at or below 100% poverty level?  ves O Mo %
16. Formerly a participant in any SCSEP project? 0 vas O Mo %
17. Transferred from another project? Mo

If yes, specify prior grantee code

17a. Change of sub-grantee? &[]

If yes, specify prior sub-grantee code
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Note that basic participant identifying information is displayed in the upper
right corner of this screen. Thisinformation serves as a reminder to the user
of which record he is working with. Participant identifying information can
be found on most SPARQ detail screens. The specific data that are
displayed are dependent upon what information has already been entered
into the system for this person.

When all appropriate data has been entered into the Eligibility Infor mation
Screen, the user may continue to the Other Personal Characteristics
Screen:

4 ..

2\, U.S. Department of Labor ?— A .r",. a3

¥\ Employment & Training Administration . A
— SCSEP DATA COLLECTION SYSTEM

“_,J: Web DataCollection System SPARQHOME | MYROLES | LOGOUT | HELP

WOCS Main = Add Paricipant

Participart Name uG
58N e 1414
e I o— o
Pamerrt ey Feeanaon ien -
OTHER PERSONAL CHARACTERISTICS
18. Gender € Male © Female C Did notvaluntarily report. @
19. Ethnicity: Hispanic, Latino, or Spanish origin? 0 ves € o 0 Did notvoluntarily report. M
20. Race
a. [ American Indian or Alaskan Mative b. [ Asian
t. [ Black, African American d. [ Mative Hawaiian/Pacific 1slander
e. [ winite . [ Did notvoluntarily report.
21. Education - last grade completed I Select One j
22_ Limited English Proficiency (LEP) 0 ves © Mo %
23. If LEP, please specify primary language |Select One j
If “Other” language is selected, please
specify |
24. Literacy skills deficient?  ves © po %
25. Veteran (or qualified spouse of veteran)?
& Non-gualified veteran £ b, Qualified veteran € ¢ Qualified spouse ofveteran © d. Mone of the above %
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The fourth screen in the Add Participant function is the Eligibility
Deter mination Screen:

U.S. Department of Labor

¥\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

9/ Web Data Collection System SPARQHOME | MYROLES | LOGOUT | HELP

WDCS Main = Add Participant

Participant Mame UG
_G 040_ 55N w1414
Grartes
Participant i Cther Perzonal Eligyitailitsy Enrallment
Infarmation gty Characteristics Determination  Information b
App Date D01 £2006
Exit Date
ELIGIBILITY DETERMINATION
34. Eligibility ' Eliginle € Ineligible Clear
35. If ineligible, reason (check as many as applv)
a. [T age b. I Incame ¢. [T Residence outside of state

d. [T Failed to complete application or pravide required documentation

e. [T Cther (specify |
36. F ineligible, action taken {check as many as apply)

a. I¥ Referred to One-Stap h. IT Referred to social services
t. ¥ Referred to another praject

d. I¥ Placed in unsubsidized employment pursuant to MOL

e. [T Other (specify

D D EET )

When done with the Eligibility Determination Screen, the user may
navigate to the Enrollment Infor mation Screen:
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U.S. Department of Labor

Employment & Training Administration

WDCS Main = Add Pardicipant

Participant Mame uG
55N an-w-1414
Grantee
—@ o
Participant Eligiilty ~ Other Personal  Elgibilty Enroliment #pp Date JOLEEEE
Infarmation Characteristics  Determination  Information Exit Dats
ENROLLMENT INFORMATION
37. Placed on waiting list? C vyag O plg  Clear
38, Community service assignment  yas 0 pg  Clear
39. Grantee Name
40. Co-enrollments (check as many as apply)
a. [ wila b. [T Employment Service ¢ [ Adult Education
d O College/Community College
e. [T Section 502{g) with this project
f. [T Section 502(e) with another project | Select One j

g [ Other(specifv)l

h. [T Mane

40a. Date of Orientation I lzl
40b. Date of last physical or waiver I lzl
40c. Date of last IEP I lzl

404l Job Interest Codes

| Belect One
| Select One
| Belect One

—

(=]

KN | KN K

%)

41. Enrollment comments

After entering data on this screen, the user should click on SAVE at the
bottom of the screen to update the SPARQ database. A confirmation
message will be displayed in red in the upper left of the screen:
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A. Adding a New Participant

U.5. Department of Labor
Employment & Training Administration

Web Data Collection System

WDCS Main = Add Paticipant

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MYROLES | LOGOUT | HELP

Participant Mame uG
The changes have been successfully saved! gsN w1414
- Grantes Department of Labor
—_— w Q— Status Pending
i T Date 040142006
Participant P Cther Personal Eligibility Enrollmert o e
Infarmation Eligibitys Characteristics Deterninastion  Infarmation fecettinication Exit Date

ENROLLMENT INFORMATION

37. Placed on waiting list?

= vas 0 po Clear
 vas o Clear

Department of Labar

38. Community service assignment

39. Grantee Name

40. Co-enrollments (check as many as apply)
a [ wia b. [ Employment Service
d O College/Community College

e. [T Section 502(e) with this project

c. [T Adult Education

f. [ gection 502(e) with another project | Select One

g. [ other (speciml

h. [T mMaone
40a. Date of Orientation

[ []
[ [
| []

40b. Date of last physical or walver

40c. Date of last IEP

40d. Job Interest Codes | Select One

—

| Select One

oo

| Select One

(28]

P T

KN EN K
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B. Editing a Participant

B. EDITING A PARTICIPANT

To edit the basic information about a participant, the user must first use the
Participant Search function on the WDCS Main Screen to locate the
record of the participant.

U.S. Department of Labor

Employment & Training Administration -
— SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& LastName & FistName & SSH & BithDate 4 Strest
e Johannsan Rita wmen-1255 09031548 97 Market St Trenton NJ 20811 -
e @K Johnson Sue wmen-1122 0240141948 ﬁﬁ:;:”es Lackawanna NY 20808
e N fona w113 DRA41040 :,Ta:z"‘as'e Wrightstoun  PA 20571 =

N

Add
Faricipant

When the user clicks on the EDIT button next to the name of the desired
participant, Edit Participant Screen is displayed:
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B. Editing a Participant

N, U.S. Department of Labor
®\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

J g/ Edit Participant SPARQ HOME | MYROLES | LOGOUT | HELP

WHCS Main = Edit Participant

PARTICIPANT INFORMATION

1. Last Name IJDhnson

2. First Name ISue

3. Middie Initial [

4. Social Security Number |1 11 R |1 1 . |1 122

Once the appropriate data has been updated, the user clicks on SAVE to
update the database.
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C. Editing an Enrollment

C. EDITING AN ENROLLMENT

To edit an existing enrollment record, the user must first use the Participant
Search function on the WDCS Main Screen to locate the record of the
participant. The user selects the participant that is to be edited from the list
of participants that is displayed:

U.S. Department of Labor

a\ Employment & Training Administration <
— SCS5EP DATA COLLECTION SYSTEM

9/ Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

Organizations

PARTICIPANT SEARCH

Participant Last Name I

Social Security # I

FIND PARTICIPART

4 Participants found from search: Last Name j

& LastName & FirstName & SSN & BDithDate 4 Street
di lohannson ita - et renton
Foll it Jah Ri 1265 DOMEN040 o7 Market St T N 20811 B -
di DhnNE0n 1] - cHawanna
e Johi g 12z 02011949 gsf;:”es Lack NY 20208

e Jones £ona w1133 021401848 14 Percasie ) obstoun e 20871 %
Place 4 &

When the screen refreshes and the Selected Record Box appears, al
enrollments for the participant will be displayed:
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C. Editing an Enrollment

U.S. Department of Labor

@&\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& LostName 4 FistHame & SSH & Bitth Date 4 Street
e Johannson Fita w1268 0BBN94R 97 Market St Trenton N 0811 =
- 436G Charles
I Johnson Sue Wt 1122 02A01/1940 Lokee R Lackawanna WY 20808
I dones Fana wocaoe1133 0241401949 :,T;::”‘“'e Wiirightstoun A 20871 =

Add
Paricipant

Selected Record

Sue Johnsan

nraliments

s 1122 ication

Eligible Exit Date

436 Charles Lake Rd .
o O7A152005 ¥

Lackawanna, MY 20808
(834 783-2202

— = Add
[ View Participant Profile ] Enraliments | Aszignments/Exits | | Flacements

The user then selects the enroliment to be edited by clicking on the EDIT
button next to the appropriate record. Note that if there is only one
enrollment, it will be automatically selected.

At this point the user will be brought to the Participant Information
Screen:
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C. Editing an Enrollment

> =
U.S. Department of Labor r W‘j

¥\ Employment &Training Administration
— SCSEP DATA COLLECTION SYSTEM

&/ Enroliment SPARQ HOME | MY ROLES | LOGOUT | HELP

WEOCES Main = Edit Paricipant

Participart Hame Sue Johnson
SEM wa-ne-1122
Grantes Department of Labor
e ( : Status Active
#op Date 0741552005
Participant P COther Personal Eligikility Enrollmert o i
Information Eligiilty Characteristics  Determnination  Information Receification  Exit Date
PARTICIPANT INFORMATION
Local Site Case Worker
1. Last Name |.J0hn50n
2. First Name ISue
3. Middle initial I
4. Social Security Number |1 1 . |1 1 . |1 122
5. Home phone number (|834 3 I?BS _ |2202
6. Mailing Address
g.t:t::“;;rta“d |435 Charles Lake Rd 8. Homeless?
Number; or PO 0 yveg & pp  Clear
Box
5 ga. Urban/Rural
b. City ILackawanna
' Urban & Rural  Clear
c. County I
9. Application date for enrollment or re-
enrollment
d. State [ NEW YORK =l
. 7ip Code e [PAsmos [ ]

Using the NEXT and PREVIOUS buttons at the bottom of the screen or the
navigation bubble line, the user can move to the screen(s) that contain the
data to be changed or added. Once the appropriate enrollment data have
been updated, the user clicks on SAVE to update the database.
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D. Adding/Editing CSAs

D. ADDING/EDITING COMMUNITY SERVICE
ASSIGNMENTS (CSAS)

1. Adding a Community Service Assignment:

To add a Community Service Assignment record to an existing participant,
the user must first locate the appropriate record using the Participant Search
function on the WDCS Main Screen. The user selects the participant
record to work with from the list of participants that is displayed:

U.S. Department of Labor
Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

A

% LastName 4 First Name SSh 4 Bitth Date & Street
e Johannson Fita w1265 D9A0E1940 97 Market 3t Trenton HJ 20811 2
: 436 Charle=
G‘k Johnson Sue w1122 DRA11940 Lalce R Lackawanna NY 20803
e m Jones Pona w1133 0241401948 :,fa::”‘as'e irightstoun PA 20871 =

(.5 N

When the screen refreshes and the Selected Record Box appears:
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D. Adding/Editing CSAs

U.5. Department of Labor
@\ Employment &Training Administration

Administrative Functions: SRS

PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIND PARTICIPANT
4 Participants found from search: Last Name j

'y

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

& BithDate & Gtreet
e Johannson Rita w1255 D9/0EA1948 97 Market St Trenton N 311 =
" 436 Charles
o Johnsen Sue w1122 020141948 Lo R Lackawanna NY 0808
[alll Eit Jones fana w1133 0271401949 s Nfrightstouwn PA 20871 X
Place l

HAdd
Farticipant

Selected Record

Sue Johnson
Enrollments
Select

oot 1122 App

lication
s ate

Date

Eligible Exit D ata

425 Charles Lake Rd

[ View Participant Profile ]

o 0711572005 ¥
Lackawanna, MY 20202
(B34 TEI-2202

Add
Enrollments

| Aszignments/Exits ﬁ‘ |

Flacements

N\

2

(1) Choose the enrollment that the new assignment is to be associated with.
Note that if there is only one enrollment for the participant, it is

automatically selected.

(2) Click on

the ASSIGNMENTSEXITS button and a new

Assignments/Exits Box will appear listing the existing assignments (if
any) that are associated with the selected enrollment:
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D. Adding/Editing CSAs

U.5. Department of Labor
Employment & Training Administration 2
- SCSEF DATA COLLECTION SYSTEM

Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name |

Social Security # |

& Birth Date
e Johannson Fita wooenoe1285 D9A0EA1940 97 Market 3t Trerton M 20311 2
[ Johnsen Sue wocnoe1122 020141940 ﬁifg:”es Lackawanna Y 20303
¢ I dones fona woenoe1133 D2A41548 L;::*as'e Wiright stouwn A 20871 =

Selected Record

Sue Johnzon

Enrallmer
woroe1122
(834) 7832202 & 0711512005 ¥
[ View Participant Profile | L |

Flacements |

Ended

03/05/2005 020842005 Allied Business Systems

To add a new assignment, click on ADD ASSIGNMENTS AND EXITS

and the first screen in the Add Assignment function, Host Agency
Infor mation, will be displayed:
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D. Adding/Editing CSAs

o, U.S. Department of Labor ’ ::-E .r"l. ™|
v\ Employment & Training Administration . 4
. - SCSEP DATA COLLECTION SYSTEM

&Y AssignmentsiExits SPARQ HOME | MYROLES | LOGOUT | HELP

WOCS Main = Add Assignment

Participant Mame Sue John=on
55N wn-nn-1122
Grartes

fpp Date 07 /15/2008

o Fesignment Date

Aesignment Start Date
Host-Agency Contact Assignment Training

Exit Azsignment End Date
Information Information Information Information

Exit Date

Host Agency
Host Agency 10
HOST AGENCY INFORMATION

4. Name of host agency

Select Host Agenoy:

™~  Alied Business Systems
" American Association for Handicap Assistance
 Aspirgtions

¢ Princeton Public Library

Add Mew Host Agency

5. Host agency mailing address
a. Number and Street, Suite Number; or PO Box

b. City

On this screen, all available host agencies will be listed. The user may select
one of the host agencies shown by clicking on the appropriate radio button.

Alternatively, the user may add a new host agency to the database by
clicking on the Add New Host Agency link.
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D. Adding/Editing CSAs

If an existing host agency is chosen, the Host Agency Information Screen
Is refreshed and the data associated with that host agency is now displayed
on the screen.

U.S. Department of Labor
Employment & Training Administration

_l : '

SPARQ HOME | MYROLES | LOGOUT | HELP

SCSEP DATA COLLECTION SYSTEM

AssignmentsiExits

WDCS Main = Add/Edit Assignment Participant Mame Sue Johnson

SEM wxm-xm-1122
Grantee
Fpp Date 0752005
Fezignment Date

_e Q— Fezignment Start Date

Host-Agency Contact Agsigrment Training Exit Acsignment End Date

Information Information Information Information Exit Date

Host Agency Alied Business Systems
Host Agency (D 40727

HOST AGENCY INFORMATION /\

4. Name of host agency Allied Business Systems
Feplace current ho: T

-

4708 Allied Business Systems

(-' 4711 American Aszocigtion for Handicap Assistance -

Add Mew Host Ageney

5. Host agency mailing address

a. Number and Street, Suite Number; or PO Boy/' 49 Broad

b. City M ewitomn
c. State PA

d. Zip code 18983

6. FEIN: 987645010

M ot-for-profit

7. Host agency type

Ta. Date of host agency agreement: 02232004

7h. Date of host agency monitoring visit:
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D. Adding/Editing CSAs

If, instead, a new host agency is to be added, the Add Host Agency Screen
Is displayed when the user chooses the Add New Host Agency link:

> U.S. Department of Labor
B\ Employment & Training Administration 5
- SCSEP DATA COLLEGTION SYSTEM

&y WebDataiGollection System SPARQ HOME | MY ROLES | LOGOUT | HELP

HOST AGENCY INFORMATION

4. Name of host agency

5. Host agency mailing address

a. Number and Street, Suite Number; or PO Box |
b. City |
c. State |Se|ect One j
. Zip code |

6. FEIN I

7. Host agency type I vI
Ta. Date of host agency agreement I IZ'
Th. Date of host agency monitoring visit I E

8a. Host agency job codes i |Select Cne -
iir|Select One hd
il Select One j

8h. Host agency continued availability ¢ 5 avaiable € b Mot available  Clear

The user enters the appropriate data into the blank cells:
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D. Adding/Editing CSAs

», U.S. Department of Labor : =:I— A -F‘, L]
v\ Employment & Training Administration . A
: i SCSEP DATA COLLECTION SYSTEM

“:': Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

HOST AGENCY INFORMATION

4. Name of host agency Princeton Public Library

5. Host agency mailing address

a. Number and Street, Suite Number; or PO Box |1 00 Main Street

b. City |F'rinceton
c. State [NEW JERSEY =l
il. Zip code IDBSJIS

6. FEIN I

7. Host agency type I v|
Ta. Date of host agency agreement I El
7Th. Date of host agency monitoring visit I lZl

#a. Host agency job codes

i |13. Office and Administrative Support

ii-|6. Education, Training, and Library

L

il Belect One

\

and clicks on SAVE to create the new host agency record in SPARQ.

At this point, the user is returned to the Host Agency Information Screen
where the newly created host agency is now displayed in the list of available

host agencies. The user must now select the new host agency record for the
assignment that is currently being created.
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D. Adding/Editing CSAs

The screens in the Add Assignment function do not have to be accessed in
the order they appear in the navigation bubble line. For the purposes of this
discussion, however, they will be reviewed in sequence.

The second screen in the Add Assignment function is the Contact
Information Screen: Like the Host Agency Screen, this screen will list
all contact persons aready created and associated with the chosen host
agency. The user may select one of the contact persons shown by clicking
on the appropriate radio button. Alternatively, the user may add a new
contact person to the database by clicking on the Add New Contact Person
link.
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D. Adding/Editing CSAs

If an existing contact person is chosen, the Contact Information Screen is
refreshed and the data associated with that contact person is now displayed
on the screen:

_l 4 F

SPARQ HOME | MYROLES | LOGOUT | HELP

SCSEP DATA COLLECTION SYSTEM

WDCS Main = Add/Edit Assignment Partizipant Mame Sue Johnson
SEN == 1122
Grartes
Fpp Date 07/15/2005
C - Assignment Date
-r FAesignment Start Date
Hozt-Agency Cortact Lzsigrmert Training Exit Fssignment End Date
Information Infarmation Infarmation Information Exit Date
Host Agency Alied Business Systems
Host Agency 10 40727

CONTACT/SUPERVISOR INFORMATION

9. Name of contact person Brios , Alyson lear

Other contact persons available:

= illiams, hark .

Add Hews Contact Persan

10. Contact person’s mailing address if different from number 5

a. Organization or address field 1

b. Number and Street, Suite PO Box 1021

Number; or PO Box or adgress field

2

c. City Yardley

. State PA e. Zip Code

11. Title 11a. Sahtation
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D. Adding/Editing CSAs

If, instead, a new contact person is to be added, the Add Contact Screen is
displayed when the user chooses the Add New Contact link:

> U.5. Department of Labor
¥\ Employment & Training Administration 2
— SCSEP DATA COLLECTIOM SYSTEM

’ ) Web Data Collection System

ADD CONTACT

9. Name of contact person

LastWame First Wame

10. Contact person’s mailing address if different from Organization

a. Organization or address field 1 I

b.Number and Street, Suite Number; or PO I
Box or address field 2

c. City I

. State

|Se|ect One

11. Title I

12. Phone I
Number

12a. Fax I
Number

j e. Zip Code

11a. Sahntation

12b. E-mail I

e g, Clear

The user enters the appropriate data into the blank cells:
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D. Adding/Editing CSAs

U.S. Department of Labor

¥\ Employment & Training Administration

ADD CONTACT

9. Name of contact person Last Mame First Mame

IO'CDnnDr Rosemary

10. Contact person's mailing address if different from Organization

a. Organization or address field 1 I

b.Number and Street, Suite Number; or PO |222 Spring Street
Box or address field 2

c. City IF'rincetUn

il. State INEWJERSEY j e. Zip Code ORd3

11. Title I 11a. Salutation O FMS Clear

12. Phone I
Number

12a. Fax I
Number

12b. E-mail I

and clicks on SAVE to create the new contact person record in SPARQ.

At this point, the user is returned to the Contact | nfor mation Screen where
the newly created contact person is now displayed in the list of available
contact persons. The user must now select the new contact person record for
the assignment that heis currently creating.
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D. Adding/Editing CSAs

The next screen in the Add Assignment function is the Assignment
I nformation Screen:

=Z" 'F"'-"

SPARQ HOME | MYROLES | LOGOUT | HELP

SCSEF DATA COLLECTION SYSTM
Assignments/Exits

WDCS ain = AddfEdit Assignment

Participant Mame Sue Johnson
S5M ww-a- 1122
Grantes
#pp Date 071572005
Fesignment Date
C C ° C C Fesignment Start Date
Host-Agency Contact Azsignment Training Exit Fssignment End Date
Information Information Information Information Exit Date
Host Agency Alied Business Systems
Haost Agency 10 40727
ASSIGNMENT INFORMATION
13. Assignment Date I El
14. Start Assignment Date I El
15. End Date I El
15a. Approved break in participation
Start Date I El
Expected End Date I El
Actual End Date I lzl
15h. Reason for Approved break in participation {Select one only)
i, Familyhealth €. Personal i, Administrative  © v, Other Clear
16. CSA wage (per hour) g I

Once the appropriate assignment data have been updated, the user clicks on
SAVE to update the database.
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D. Adding/Editing CSAs

When adding a new assignment, the Training Information and EXxit
Information Screens, are not normally accessed. For this reason, these
screens will be discussed separately in later sections of this chapter (Sections
F and H, respectively).

2. Editing a Community Service Assignment Record:

To edit an existing assignment record, the user must first locate the
appropriate participant record using the Participant Search function on the
WDCS Main Screen. The user selects the participant record to work with
from the list of participants that is displayed:

L.S. Department of Labor
Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security I

A pith Date & Street

v v
e Johannzon Rita w1255 09081949 97 Market St Trenton N 0811 +
* di iohin=on e - Chawanngd
[ Jah 5 122 0011949 ﬁsf;:”es Lack WY 20508
ones na s o e o il =town
[ J o 133 DZA4M940 :,T'a::”‘as'e gt PA 20871 X —

When the screen refreshes and the Selected Record Box appears:
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D. Addi

ng/Editing CSAs

», U.S. Department of Labor
a\ Employment & Training Administration

SPARQ HOME |

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security #

FIRD PARTICIPARNT

4 Participants found from search: Last Name j

A | sctHame & FistName =

SCSEP DATA COLLECTION SYSTEM

MY ROLES | LOGOUT | HELP

SEM A o ) ate Strae
- S & 5o § BithDate § Strest
() Johannson Fita oo 1255 D9S840 o7 Markst 5t Trenton HJ 20811 2
o Jahnsen Sue woea-1122 020171948 436 Chades | awanna NY 20808
Lake Rd
o Jones fora w1133 DRA41940 14 Perdasie ) ohtstoun P 20871 X
Place il

Add
Farticipant

Selected Recard

Sue Johnson
Enrollments
w1122

Application
L ate

Select Eligible E:it [ate

436 Charles Lake Rd

@ 07152005 ¥

Lackawanna, N 20202

(534 783-2202

1

| AssignmentsExits | Flacements

[ View Participant Profile ]

Add
Enrollmants

./

(1) Choose the enrollment that the assignment to be edited is associated
with. Notethat if thereis only one enrollment for the participant, it will

be automatically selected.

When the ASSIGNMENTSEXITS button is
Assignments/Exits Box will appear listing the exist
any) that are associated with the selected enrollment:

(2)

clicked, a new
ing assignments (if
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U.S. Department of Labor

Employment & Training Administration

D. Adding/Editing CSAs

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security &

& Birth Date

A cyeas
¥ Street

Johannson Rita nxn-xx- 1255 09/02/1040 a7 Warket 5t Trerton N 20:1 2
Jdohnzon Sue woeoe 1122 02011949 ﬁif;:”es Lackawanna NY 20808

14 Perkasie .
Jones Fona w1133 DZA41940 Slace Wrightstown A 20871 =

Selected Record
Sue Johnson

00t 1122 Eligible

(G TE3-2202 I

0752005 ¥

Add

[ View Participant Profile ]

Enaliment= N

| | Flacements |

0082005

Ended

Alied Business Systems

To update an existing assignment, click on EDIT for the appropriate
assignment and the Assignment I nfor mation Screen will be displayed:
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D. Adding/Editing CSAs

N, U.S. Department of Labor
¥\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

&) AssignmentsiExits SPARQ HOME | MYROLES | LOGOUT | HELP

WOCS Main = AddiEdit Assignment Participant Mame Sue Johnzon
S5M woo-a-1122
Grantes Departmernt of Labor
#pp Date 07152005
F Y FPesignmert Date 03052005
O - Q Assignment Start Oate 08032005
Host-Agency Contact Azsignment Training Excit Asgignment End Date
Information Information Infarmation Information Exit Date
Host Agency Alied Business Systems
Host Agency 10 40727

ASSIGNMENT INFORMATION

13. Assignment Date IUB;DE,.QDDE lZl
14, Start Assionment Date IDB 08,2005 IZl
15. End Date | IZl

15a. Approved break in participation

Start Date I lzl
Expected End Date I El
Actual End Date I El

15h. Reason for Approved break in participation (Select one only)

€ i Familyhealth € il Persanal € i, Administratie € iv. Other | Clear

16. CSA wage (per hour) g IE.SD

Using the NEXT and PREVIOUS buttons at the bottom of the screen or the
navigation bubble line, the user can move to the screen(s) that contain the
data to be changed or added. Once the appropriate assignment data have
been updated, the user clicks on SAVE to update the database.
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E. ADDING/EDITING PLACEMENTS (UEs)

1. Adding a New Placement Record:

To add a new Unsubsidized Employment or Placement record to an existing
participant, the user must first locate the appropriate record using the
Participant Search function on the WDCS Main Screen. The user selects
the participant record to work with from the list of participants that is

displayed:

S, U.S. Department of Labor
%\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security £ I

& BithDate & Street
¢ EE®  Johannson Rita wmenn-1255  D9/08/1949 97 Market St Trenton N 20811 -
e Johnisan Sue wmenn-1122 020141949 ﬁﬁfg:”es Lackawanna NY 20808
[l m Jones Fana w1133 DZA4A949 Lfa::”‘as'e Virightstown A 20871 =

.

When the screen refreshes and the Selected Record Box appears:
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U.S. Department of Labor

r‘», Employment & Training Administration

Administrative Functions:

Organizations
PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIMD PARTICIPAMNT
4 Participants found from search: Last Name j

& LastName % First Name S5h A pih Date &

Y v H Strasat
el Johannson Fita w1285 9021949 97 Market St Trenton N 20811 =
o Johnsen Sue w1122 02011849 ﬁﬁf;:”es Lackawanna Y 20808
di ones na WA ] stomn
lolll E-it J o 13z 02141948 ::I‘a::"‘as'e Wiright A 20871 X -

Add
Farticipant

Selected Record

Sue Johnson

Enraliments
sotet 1122

Select

Application

Date

Eligible E:it D ate
436 Charles Lake Rd

FK 074152005 ¥

Lackawanna, N 20802
(B34 FEI-Z20Z

Add
Enmllments | AssignmentsExits y Flacements

./

(1) Choose the enrollment that the new placement is to be associated with.

Note that if the participant has only one enrollment, that enrollment is
automatically selected.

[ View Participant Profile ]

(2) Then click on the PLACEMENTS button. A new Placements section
will appear directly below the Selected Record Box listing the existing
placements (if any) that are associated with the selected enrollment:
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U.S. Department of Labor
Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM
Web Data Collection System

SPARQHOME | MYROLES | LOGOUT | HELP
Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

FIND PA

4 Participants found from search: Last Name j

% LastName & FirstName % SSH & Bith Date
i Jdohannsan Rita woenoe 1255 09/08/1948 97 Market St Trenton N 311 =
[l Jdohnson Sue woin-1122 020141949 ﬁsf;:”es Lackawanna N 20908
i Jones fona woeoe1133 0241401948 :,Ta::”‘“'e Wliright stoun A 871 —
Selected Record
Sue Johnsan
Enrallme

oo 1122

Eligible

(B34 7832202 [ OTHEI2005 ki

— = Add
[ view Participant Profile | It [ AeionmentiExits | |

Flacements |

& End Date E rnplanier
0510142008

American Landscapes Inc

To add a new placement, click on ADD PLACEMENTS and the first

screen in the Add Placement function, Employer Information, will be
displayed:
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U.S. Department of Labor p =:z— s -r"- q
nployment & Training Administration . 4
= SCSEP DATA COLLECTION SYSTEM

Placements SPARQHOME | MYROLES | LOGOUT | HELP

WDCE Main = Add Placement Participant Mame Sue Johnson
5N wn-an-1122
Grantes Department of Labor
Fop Date 07 HG/ 2005

_° Q_ Exit Date

Ermal Contact Pl it 5 Fal Placement $tart Date

mployer onta [ACemel ey ollowy-up

Infartmation Infarmation Infarmation Infartmation Infarmation  Flacement End Date
Employer

Employer 10

EMPLOYER INFORMATION

3. Employer name

Select Emplower:

& AZ Resource Management
" American Landscapes Inc

0 Jemy Wiest

Add New Employer

4. Employer mailing address

On this screen, all available employers will be listed. The user may select
one of the employers shown by clicking on the appropriate radio button.
Alternatively, the user may add a new employer to the database by clicking
on the Add New Employer link.

If an existing employer is chosen, the Employer Information Screen is
refreshed and the data associated with that employer is now displayed on the
screen:
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i 1
U.S. Department of Labor W,"ﬁ
- yment & Tra i A

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

WOCS Main = Add/Edit Placement Participart Mame Sue Johnson
S5M wa-a-1122
Grantes Department of Labor
Fpp Date 07 AS£2005
_e o Exit Date
Employer Contact Flacement Survey Followe-up Pizcement Start Dats
Infortmation Information Information Information Information ~ Flacement End Date
Employer
Employer |D 4078
EMPLOYER INFORMATION

3. Name of Employer American Landscapes Ine
Feplace curre i

-

{4741 AF Resource hEnagement

{4700 American Landscapes Inc -

Add New Employer

4. Employer mailing address

a. Number and Street, Suite Number; or PO Box / 2466 Rt 130

b. City Hightstown
c. State A

d. Zip code

5. FEIN BBETTHA43

6. Employer type For-profit

7.1s employer a host agency O veg O

Clear

T T

If, instead, a new employer is to be added, the Add Employer Screen is
displayed when the user chooses the Add New Employer link:
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U.5. Department of Labor
Employment & Training Administration 5
- SCSEP DATA COLLECTION SYSTEM

Web DataCollection System SPARQHOME | MY ROLES | LOGOUT | HELP

EMPLOYER INFORMATION

3. Name of employer I

4. Employer mailing address

a. Number and Street, Suite Number; or
PO Box

|

b. City |

c. State |—Select One- j
|

. Zip code

5. FEIN I

6. Employer type ISeIeu:t One 'l

9. Employment site name and location I

9a. Employment received customer
satisfaction survey in PY

9b. Employer continued availability

The user enters the appropriate data into the blank cells:
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- =
U.S. Department of Labor ; : -21 ﬁll"}

Employment & Training Administration
= SCSEP DATA COLLECTION SYSTEM

&/ Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

EMPLOYER INFORMATION

3. Name of employer |.Jerr3t West

4. Employer mailing address

a. Number and Street, Suite Number; or |98?' Maple Avenue

PO Box
b. City |Trent0n
c. State |NEw JERSEY =l
d. Zip code ||
5. FEIN I

6. Employer type ISeIect One 'I

9. Employment site name and location |

9a. Employment received customer
satisfaction survey in PY,

9b. Employer continued availability

and clicks on SAVE to create the new employer record in SPARQ.

At this point, the user is returned to the Employer Information Screen
where the newly created employer is now displayed in the list of available
employers. The user must now select the new employer record for the
placement that heis currently creating.
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The screens in the Add Placement function do not have to be accessed in the
order they appear in the navigation bubble line. For the purposes of this
discussion, however, they are reviewed in sequence.

The second screen in the Add Placement function is the Contact
Information Screen. Similar to the Contact Information Screen in the
Add Assignment function, this screen will list all contact persons previously
entered and associated with the chosen employer. The user may select one
of the contact persons shown by clicking on the appropriate radio button.
Alternatively, the user may add a new contact person to the database by
clicking on the Add New Contact Person link.
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If an existing contact person is chosen, the Contact Information Screen
will be refreshed and the data associated with that contact person is now
displayed on the screen:

U.S. Department of Labor
Employment & Training Administration

?_, 'L-""

SCSEP DATA COLLECTION SYSTEM

Placements SPARQHOME | MYROLES | LOGOUT | HELP
WHCS Main = Add/Edit Placement Participant Hame Sue Johnson
S5N o= 1122
Grantes Department of Labor
#op Date 071542005
— }70 ()— EstDme
Erml Contact Pl - 3 Fol Placement Start Date
mployer onta aceme urvey olloesy-Lp
Information  Information  Information Information  Information  Pacement End Date
Emplawer
Employer 1D 078
CONTACT/SUPERVISOR INFORMATION
A

10. Name of contact person

Other Contact Persd

(" hrconi, Gearge .

#Add Hew Contact Parson
11. Contact person's mailing address if different from number 4
a. Organization or address field 1

b. Number and Street, Suite
Number; or PO Box or address field

2

c. City

. State e. Zip Code

12. Title Manager 12a. Salutation v,

B08-586-3232 1¥a. Fax Number

13. Phone Number

13b. E-mail g.marconig@eormeast.net
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If, instead, a new contact person is to be added, the Add Contact Screen is
displayed when the user chooses the Add Contact Person link:

> U.S. Department of Labor
v\ Employment & Training Administration

ADD CONTACT

10. Name of contact person Last Mame First Marme

11. Contact person’'s mailing address if different from Organization

a. Organization or address field 1 I

b.Number and Street, Suite Number; or PO I
Box or address field 2

c. City |

. State

|Se|ect One

12. Title I

j e. Zip Code

12a. Sahntation

e s, Clear

13. Phone I
Number

13a. Fax I
Humber

13b. E-mail I

The user enters the appropriate datainto the blank cells:
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U.S. Department of Labor
Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

g4 Web Data Collection System

ADD CONTACT

10. Name of contact person Last Mame First Hame

|O'Cunn0r Rosemary

11. Contact person’s mailing address if different from Organization

a. Organization or address field 1 I

h.Number and Street, Suite Number; or PO |222 Spring Street

Box or address field 2

c. City IF'rincetUn

d.State  [MEW JERSEY x| eZipCode 08543

12. Title I 12a. Salutation i FMS Clear
13. Phone I

Number

13a. Fax I

Number

13b. E-mail I

and clicks on SAVE to create the new contact person record in SPARQ.

At this point, the user is returned to the Contact I nfor mation Screen where
the newly created contact person is now displayed in the list of available
contact persons. The user must now select the new contact person record for
the placement that he is currently creating.
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The next screen in the Add Placement function is the Placement
I nfor mation Screen:

~ U.S. Department of Labor
B\ Employment &Training Administration

?_‘ 'L—'"

SPARQ HOME | MY ROLES | LOGOUT | HELP

SCSEP DATA COLLECTION SYSTEM
g4 Placements

WDCS Main = Add/Edit Placement Participant Mame Sue Johnson
S5M w-na-1122
Grantes Department of Labor
App Date 0711542005
C } = ( ) Exit Date
B BT q - 3 Bl Placement Start Date
mployer ot BCeme urvey ollow-Lip
Information Information Information Information Information Flacemert End Date
Employer
Employer 10 TR
PLACEMENT INFORMATION

14.Start Date: | [x]  15EndDate | [ ]
16. Starting wage per hour § I

17. Benefits {check all that apply)

a. [0 Health Insurance d. [ vacation g Otherl
b. [ Sick leave g. [ Transportation h. [ mone
. [ Pensioniprofit sharing . [ Room and board

18. Attime of placement, is employment expected to be full- or part-time?

£ Ful-tirne € Parttime Clear

If part-time, numhber of hours per week expected I

19. Job title I
19a. Participant's job code ISeIect One j
- R R N, S | T — _1

When adding a new placement, the Survey Information and Follow-up
Information Screens are not normally accessed. For this reason, these
screens will be discussed separately in later sections of this chapter
(Sections Jand |, respectively).
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2. Editing a Placement Record:

To edit an existing placement record, the user must first locate the
appropriate participant record using the Participant Search function on the
WDCS Main Screen. The user selects the participant record to work with
from the list of participants that is displayed:

U.S. Department of Labor
@\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& LastName & FirstName SEN o BithDate 4 Steet
¢ B3  Johannson Rita wmean- 1256 09031549 97 Market St Trenton N 20811 -
o km Johrzan Sue wmea-1122 020111548 gﬁ:;z”es Lackawanna NY 20508
14 Parkaszie .
o Jones Fana w1133 D2A41940 s Wrightstown A 20871 =

[ -.0%, N

When the screen refreshes and the Selected Record Box appears:

137 VII: Participant Functions



E. Adding/Editing UEs

U.S. Department of Labor

¥\ Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

SPARGQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions: e CSA Hours

PARTICIPANT SEARCH
Participant Last Name I

Social Security

FIMD PARTICIPANT

4 Participants found from search: Last Name j

4+ LastName % FitHame & &35H * Bith Date 4 Street
e Johannson Rita w1265 09/0B/1949 97 Market St Trenton N 811 -
[l dohnsan Sue wexo-1122 020171949 ﬁs:;:”es Lackawanna N 20908
e Jones Fona woee-1133 0241949 :,Ta::”‘as'e Wikightstown A 20871 =

Add
Participant

Selected Record

Sue Johnson
Enrollments
w1122

Select

Application
[rate

Eligible E:it [rate

436 Charles Lake Rd

(:“k 0752005 ¥

Lackawanna, Nv 20202
(B39 FEI-220Z

— - Add
[ View Participant Profile ] Enmliments | AzsignmentsExits | Flacements

(1) Choose the enrollment that the placement to be edited is associated with.
Note that if there is only one enrollment for the participant, it is
automatically selected.

(2) Click on the PLACEMENTS button. A new Placements Box will
appear on the WDCS Main Screen listing the existing placements (if
any) that are associated with the selected enrollment:
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U.S. Department of Labor

Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

A pith Date & Street

v v

ol dohannsan Rita wodion- 1256 D9M8/1949 OF Market St Trenton m 20811 =

[ Johnsen Sue woenoe 1122 020141948 46 Chares | awanna MY 20303
Lake Rd

s Jones fona w1133 Daddgdn JAPekase o Pa 20871
Place ol

Selected Record

Sue Johnson

Enrallme

st 1122 Eligible

a

(534 7E3-2202 o 07/15/2004 ¥

( View Participant Profile | i |

Enrollments

AszignmentsExits | | Flacements |

End Date Employer
05012006 American Landscapes Inc

To update an existing placement, click on EDIT for the appropriate
placement and the Placement I nfor mation Screen will be displayed:
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U.S. Department of Labor r =‘-;a .F.. q
Employment & Training Administration . Vi
- SCSEP DATA COLLECTION SYSTEM

Placements SPARQ HOME | MY ROLES | LOGOUT | HELP

WDICS bain = AddfEdit Placement Participant Mame Sue Johnson
S5M ww-n-1122
Grartes Department of Labor
App Date 07 FS£2008

_Q—Qio Q_ Exit Date

Placemert Start Date 05012006

Etnployer Contact Placemert Survey Fallaws-Ligy

Information Information Infortmation Information Information Flacemerit End Date
Emplaower American Landscapes no
Employer 10 40728

PLACEMENT INFORMATION

i4.StartDate:  [0501/2006 [« |  15.EndDate | ]
16. Starting wage per hour 5 I

17. Benefits {check all that apply)

a. [0 Health Insurance d. [T vacation g O Otherl
b [ Sick leave e. [ Transportation h. [ mone
t. [ Pensiorprofit sharing . [ Roorm and board

18. At time of placement, is employment expected to be full- or part-time?

 Fulktirne © Parttirne | Clear

If part-time, number of hours per week expectedl

19. Joh title I
19a. Participant's job code | Select Ona =]
19h. High-growth placement I Select One j

Using the NEXT and PREVIOUS buttons at the bottom of the screen or the
navigation bubble line, the user can move to the screen(s) that contain the
data to be changed or added. Once the appropriate placement data have
been updated, the user clicks on SAVE to update the database.
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F. ADDING/EDITING A TRAINING RECORD

1. Adding a Training Record:

To add a Training Record for an existing participant, the user must first
locate the appropriate record using the Participant Search function on the
WDCS Main Screen. The user selects the participant record to work with
from thelist of participants that is displayed:

U.S. Department of Labor
B\ Employment &Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

FIMD PARTICIPART

4 Participants found from search: Last Name j

* LastMame 4 FistHame & g5y & Bith Date 4 Street
e Johannson Rita woenn- 1265 09/03/1949 o7 Market 5t Trenton N 20811 -
n 436 Charles
[o Johnson Sus w1122 0200171948 e it Lackauanna NY 20808
14 Perkasiz .
[ Jones fona oo 1133 0241949 Flain Wightstawn PA 20871 =

o=

When the screen refreshes and the Selected Record Box appears:
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U.S. Department of Labor

¥\ Employment & Training Administration

Administrative Functions: RS

PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIND PARTICIPANT

4 Participants found from search: Last Name j

& LastName & FirstName SSN 4 BithDate & Street
[l Johannsan Rita w1256 09/08/1949 OF harket St Trenton NJ 20811 2
5 436 Charles
[ Johnson Sue woeoe 1122 020141949 Loee Pl Lackawanna NY 20303
e Jones fana woenoe 1133 0241401949 :,?a:z”‘as'e irightstown A 20871 =

Audd
Farticipant

Selected Record

Sue Johnson
Enrolliments
s 1122

Application
Date

Selact

Eligible
436 Charles Lake Rd

ol Edit OTH5:2005 i
Lackawmanna, NY 20802
(@34 7E3-2202
[ View Participant Profile ] Er,r.';’:-li'ijrﬁgnﬁ 'Assignmenfs.fExifs | | Placements

/

(1) Choose the enrollment that the new training record is to be associated
with. Note that if there is only one enrollment for the participant, it is
automatically selected.

2

(2) Then click on the ASSIGNMENTSEXITS button. A new
Assignments/Exits Box will appear on the WDCS Main Screen listing
the existing assignments (if any) associated with the selected
enrollment:
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U.S. Department of Labo

Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # |

& BithDate & Street

v
i Johannson Rita w1255 D9/05/1948 97 Market St Trenton N 311 =
o Johnson Sue woewi-1122 020141943 ﬁsf;:”es Lackawarnina N 20908
di ones na s ightstown
ol it J £ 133 021401949 ;‘I‘a::”‘as'e liright A 871 X =

Selected Record
Sue Johnson

sooene 1122

(334) 7a3-2202 o 07HE/2005 it

[ View Participant Profile ]

| | Flacements |

Ended
03/08/2005 Alied Business Systems

To add atraining record to an existing assignment, click on the EDIT button
next to the appropriate assignment. The following screen will appear:
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U.5. Department of Labor

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

WDCE Main = Add/Edit Assignment Participart Name Sue Johnson
SEN wn-xx- 1122
Grantes Department of Labor
Fpp Date 07 HG/ 2005
F_Y Assignment Date 03/05/2005
O - O Azsignment Start Date D3/08 2005
Host-Agency Contact Azsignment Training Exit Aesignment End Date
Information Information Information Information Exit Oate
Host Agency Alied Business Systems
Host Agency 1D 40727

ASSIGNMENT INFORMATION

13. Assiunment Date Iga J05/2005 El
14. Start Assignment Date Igg 082005 IZl
15. End Date I IZl

15a. Approved break in participation

Start Date I El
Expected End Date I El
Actual End Date I El

15b. Reason for Approved break in participation (Select one only)

i Familyhealth i, Personal € i, Administrative € iv. Other Clear
1R CSA wana inar hanrk P

From the Assignment Information Screen, the user navigates to the Sib-
Grantee Training Information Screen using either the NEXT button at the
bottom of the screen or the navigation bubble line:
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LS. Department of Labor
@\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

g/ Assignments/Exits SPARQ HOME | MYROLES | LOGOUT | HELP

WOCS Main = AddiEdit Assignment

Participant Narme Sue Johnson
SEN wn-an-1122
Grantes Department of Labor
Fpp Date 07 HG/ 2005
i } F ( ‘; fesignment Date 02062005
- Assignment Start Date 03/03/2005
Host-Agency Contact Azzignment Training . fezsi nt End Dat
Infarmation Infarmation Infarmation Information Exi ,s'gnme ®
Exit Date
Host Agency Alied Business Systems
Host Agency 10 40727

SUB-GRANTEE PROVIDED TRAINING INFORMATION

Training Facility e
e 1006 120006 fpex Technologies

Add a new Training Record

D D D

To view the data entry portion of the Training Information Screen, click
on the Add anew Training Record link.

The Training Information Screen is similar to both the Host Agency
Information Screen in the Add Assignment function and the Employer
Information Screen in the Add Placement function. It displays all
available training providers and the user may select one of them by clicking
on the appropriate radio button. Alternatively, the user may add a new
training provider record to the database by clicking on the Add New
Training Provider/Employer link.
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If an existing training provider is chosen, the Sub-grantee Provided
Training Information Screen will be refreshed and the data associated
with that training provider is now displayed on the screen:

SCSEP DATA COLLECTION 5YSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

WDCS Main = Add/Edit Assignment Participant Mame Sue Johnson
S5M w-a-1122
Grantes Department of Labor
#pp Date 075005
A FAesignment Date 0%05/2005
—Q -r Q— Assignment Start Date EDG2008
Host-Agency Cortact Assignmert Training Exit Aezignment End Date
Infarmation Infarmation Information Infarmation Exit Dats
Host Agency Allied Buziness Systems
Host Agency 10 4077

SUB-GRANTEE PROVIDED TRAINING INFORMATION

i Ended y
[l 110472005 12/2002005 fpex Technologies

Add a new Training Record

Training Provider Information

23. Name of training provider .
Apex Technologies

or QJEIOJT employer: v :
Replace current Training ProvideEmployer with:

ARA Aato Service and
o Repair
P

" American Plastics

Add Hew Training ProvideEmployer
24. Training provider or OJE/OJT employer mailing address

a. Number ani Street, Suite Number; or PO Box PO Box 3491
b. City Burlington
c. State I

d. Zip code 0asaz2
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If, instead, a new training provider is to be added, the Add Training
Provider Screen is displayed when the user chooses the Add New Training
Provider/Employer link:

U.S. Department of Labor

v\ Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

1‘&-‘_ Web DataCollection System SPARQ HOME | MY ROLES | LOGOUT | HELP

TRAINING PROVIDER INFORMATION

23. Name of training provider or OJE/QOJT I
employer:

24. Training provider or OJE/OJT employer mailing address

a. Number and Street, Suite Number; or
PO Box

|
b. City |
|
|

c. State -Select One- j

. Zip code

25. Training provider continued availability

The user enters the appropriate data into the blank cells:
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U.S. Department of Labor

B\ Employment & Training Administration

TRAINING PROVIDER INFORMATION

& Web Data Collection System

Seraro)

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

23. Name of training provider or OJE/OJT
employer:

a. Number and Street, Suite Number; or
PO Box

b. City
c. State

. Zip code

25. Training provider continued availability

|American Plastics

24. Training provider or OJE/OJT employer mailing address

| LOUISIANA

and clickson SAVE to create the new training provider record in SPARQ.

The new training provider will now be automaticaly displayed as the
selected training provider on the Training I nfor mation Screen:
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WOCE Main = Add/Edit Assianment

—® o o

Host-Agency Contact Azsignment Training

Infarmation Infarmation Infarmation Infarmation Exit

SUB-GRANTEE PROVIDED TRAINING INFORMATION

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

Participart Name

Fpp Date

Fesignment Date
Fesignment Start Date
Fesignment End Date
Evit Date

Host Agency

Haost Agency 10

Sue Jahnson
== 1122
Department of Labar
OF Aa2005
03/05/2005
037082005

Alied Business Systems
40727

[O 042005 1252002005

Add a new Training Record

FApex Technologies

ARA Ate Service and
i Repair

0 American Plastics

Training Provider Information

23. Name of training provider .
or OJE/OJIT employer: e TREMEIIEIES

Replace current Training ProviderdEmplower with:

Add New Training ProvidedEmployer

24. Training provider or OJE/OJT employer mailing ag
a. Number and Street, Suite Number; or PO Box

b. City
c. State

G
P Box 3491
Burlington

[§A

At this point, the user enters any additional training datathat is available and

clicks on SAVE to update the database.
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2. Editing a Training Record:

To edit a previoudly entered training record, the user must first locate the
appropriate participant using the Participant Search function on the WDCS
Main Screen. The user selects the participant record to work with from the
list of participants that is displayed:

~ U.S. Department of Labor
o\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

&y WebData Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

Organizations

PARTICIPANT SEARCH

Participant Last Name I

Social Security £ I

FIMD PARTICIPARNT

4 Participants found from search; Last Name j

* LastName & Fisthame &% 55N & BithDate % Stest
(& Johannson Rita wn-xn-1255 09021940 07 hiarket St Trenton M 20811 =
Johnson Sue w1122 0201940 gs;:g:ﬂes Lackawanna N 20808
e m Jones Arnia w1133 D2A141940 ;‘a::”‘as“ Wirightstomn P 20871 =

i N

When the screen refreshes and the Selected Record Box appears:
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> U.5. Department of Labor
8\ Employment & Training Administration <
— SCSEP DATA COLLECTION SYSTEM

‘f_ Web Data Collection System SPARGQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

Organizations CEA Hours
PARTICIPANT SEARCH
Participant Last Name I

Social Security = I

& LatName % FirstName 55N & BithDate & Strest
e Johannson Rita wonaoe1255 0905540 97 Market 5t Trenton N 0811 *
" 436 Charles
[o Johnsen Sue w0132 020141548 ey Lackawanna NY 20803
[ Janes fona ook 1133 0271461048 :,Ta::"kas'e iright stawn A 20871 -

Add
F articipant

Selected Record

Sue Johnzon

Enrallments
Salact

s 122 Application

= Bt Eligible Exit Date
i

436 Charles Lake Rd

@ 07HS#2005 ¥
Lackawanna, M 20803 \
(834) 783-2202 1

[ View Participant Profile |

Add
Enrollments

* Assignments/Exits | | Flacements

/

2
(1) Choose the enrollment that the training record to be edited is associated
with. Note that if there is only one enrollment for the participant, it is
automatically selected.

(2) Click on the ASSIGNMENTSEXITS button. A new Assignments
Box will appear on the WDCS Main Screen listing the existing
assignments (if any) that are associated with the selected enrollment:
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U.S. Department of Labor

Employment & Training Administration
— SCSEP DATA COLLECTION SYSTEM
SPARQHOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security & I

4 BithDate & Street

e James Byron WOCHeZ3ME 02A141940 z::g::; e Hightstoun NJ Dagss 2
* di OnnSon e - chHawanna
[ol Eit Jahi 5 122 O2O1A948 iif;:”es Lack NY 20808 X
(ol cdit Jones Fana w1133 02141943 14 Pedeasie ytestoun pa 20871 X -
Plare
d

Selected Record

Sue Johnsan

Enrollmer
sooraoe 1122 ot atian  Eiible
(B34 TR3-2202 ® 07152005 ¥
("view Participant Profile | ]

Enraliments | | Flacements |

03/08/2005 Alied Business Systems

To update an existing training record, click on EDIT for the assignment it is
associated with and the Assignment I nfor mation Screen will be displayed:
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=Z" 'F“"

SPARQ HOME | MYROLES | LOGOUT | HELP

SCSEP DATA COLLECTION SYSTEM

WOCE Main = AJd/Edit Assignment Participant Mame Sue Johnson
SEM w1122
Grantes Department of Labor
#pp Date O7H 542005
F_Y Fesignment Date 0%M052005
( ) -r O Assignmert Start Date 02082005
Host-Agency Contact Azsignment Training Ewit Fssignment End Date
Infarmation Infarmation Information Infarmation Exit Data
Host Agency Allied Business Systems
Host Agency 100 07T
ASSIGNMENT INFORMATION

13. Assignment Date IDB 52005 lzl
14. Start Assignment Date IDB 02005 lzl
15. End Date I lzl

15a. Approved break in participation

Start Date I E
Expected End Date I E
Actual End Date I lzl

15b. Reason for Approved break in participation {Select one only)

€ i Familghealth € ii. Personal € iii. Administrative € fv. Other | Clear

Next, navigate to the Training I nfor mation Screen:
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U.S. Department of Labor
Employment & Training Administration
— SCSEP DATA COLLECTION SYSTEM

Assignments/Exits SPARQHOME | MYROLES | LOGOUT | HELP

WDCS Main = Add/Edit Assignment Rarticipant Name Sue Jahnson
55N won-wn-1122
Grantes Department of Labar
Fpp Date 071502005

_O Y O ° O Acsignment Date 005005
~ D8/08/2005

Assignment Start Date

Host-Agency Contact Azsignment Training 5 fesi nt End Dat
Infarmation Infarmation Infarmation Infarmation E:t ,SIQnme ®
Exit Date
Host Agencoy Alied Business Systems
Host Agency 1D 407E7

SUB-GRANTEE PROVIDED TRAINING INFORMATION

Training Facility
110452005 1272002005 FApex Technologies

Add a new Training Recard

E<previovs B texe - sove

Select the appropriate training record from those listed and the detailed
Training Information Screen will open:
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F. Adding/Editing a Training Record

- 1
U.S. Department of Labo W,‘q
N nent & Tr C 4

SCSEP DATA COLLECTION SYSTEM

SPARQHOME | MYROLES | LOGOUT | HELP

WSS Main = AddiEdit Assianment Participart Name Sue Johnson

S5N woc-a-1122
Grantes Department of Labor
#pp Date 071542005
Pesignment Date 0252005

_O —o——Q— Assignment Start Date DEAG/2005

Hos‘t-.&ge.ncy Contacli Assignm.ent Training Exit Pesignment End Date

Infarmation Infarmation Infarmation Infarmation Exit Oate

Huost Agency Alied Business Systems
Host Agency 10 40727

SUB-GRANTEE PROVIDED TRAINING INFORMATION

v Training Far ¥
[ 112005 1262002005 Apex Technologies
Add a new Training Record

Training Provider Information

23. Name of training provider

or OJEOJT employer: IS TECMEITEISE

Replace current Training Provide FEmployer with:

Ay Auto Service and
8 Fepair

" American Plastics

Add Mew Training Provide FEmployer
24. Training provider or OJE/QJT employer mailing address

a. Number and Street, Suite Number; or PO Box PO Biox 3491
b. City Burlington
. State A

The user changes the existing data and/or adds new data as needed, then
clicks SAVE to update the database.
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G. ADDING/EDITING CSA PAID HOURS AND TRAINING
HOURS

1. Adding CSA Paid Hours and Training Hours:

To add CSA Paid Hours and Training Hours to an existing participant’s
record, the user must first locate the appropriate record using the Participant
Search function on the WDCS Main Screen. The user selects the
participant record to work with from the list of participants that is displayed:

U.S. Department of Labor
mployment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& BinhDate & Street

v
e Johannson Rita w1265 00021040 o7 hbrket St Trerton M 20811 -
L4 di ohn=on e - chawanna
: t"‘k Jah 5 122 D201A940 ﬁﬁf;:”es Lack NY 20808
ones na AR ightstown
o J 0 133 D2A4i048 Lfa::”‘as'e Wiright e 20871 =

=

When the screen refreshes and the Selected Record Box appears:
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U.S. Department of Labor

g\ Employment & Training Administration

Administrative Functions: B ETEEEE

PARTICIPANT SEARCH
Participant Last Hame I

Social Security #

FIND PARTICIPAMT

4 Participants found from search: Last Name j

4 LastName % FistName # SSH & Bitth Date & Street
e Johannson Rita wmnx-1265  DDS/1949 o7 harket St Trerten M 20811 =
& EI  Johnson Sue wmeon-1122 020171948 ﬁﬁf;:”es Lackawanna NY 20808
ones na - sl stown
[ J Fa 133 031401949 L‘I‘a::”‘“'e Wiight A 20871 X =

Add
Farticipant

Selected Record

Sue Johnson
Enrollments
w00 1122

Application
D ate

-:Iit 07/15/2005 ¥

Select

Eligible Exit [ ate

436 Charles Lake Rd

Ladkawanna, Ny 20202
(834 TE3-2202

[ view Participant Profile | L Ly A=ignmentEsis |
’

e

2

(1) Choose the enrollment that the new data is to be associated with. Note

that if there is only one enrollment for the participant, it is automatically
selected.

Flacements

(2) Then click on the ASSIGNMENTSEXITS button. A new
Assignments/Exits Box will appear on the WDCS Main Screen listing
the existing assignments (if any) that are associated with the selected
enrollment.
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G. Adding/Editing CSA Hours

U.S. Department of Labor

Employment & Training Administration
— SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security & I

4 BithDate % Street

. 34 tifest ' -
Edit -

e James Byran ook Z3HE DZA441043 Voreiong foge  Hightstown N 08655

o Johnsan Sue w1122 020141948 ﬁif;:”es Lackawanna NY 20808

s Jones #ana woee 1133 02401940 ;Lf:"‘as'e Wirightstoun 1Y 20871 -

Selected Record
Sue Johnson

s 1122

(334) 783-2202 o 07/15/2004 ¥

[ View Participant Profile ]

| | Flacements |

03/08/2005 Alied Business Systems

Click on EDIT for the specific assignment record to be updated. The
Assignment Infor mation Screen will open:
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17. Community Service Assignment |G1D. Financial j
Code

& (G} = General Community }
s (E) = Elderly Community Cther (specify) |

18. Community service assignment I
title

18a. Participant’s Job Code |2. Business and Financial Operations =]
181 Partici . B I
[= hsation code

< 19. Total hours paid in quarter
Quarter 1 |219 Cluarter 2| QuarterSI Quanerell
20. Types of trami I eck all that aj

[T a General Training (hasic skills) b Specialized training {specific jobfindustry ¥ ¢ Cn-the-joh-
expetience (OJE)

[T 1 Mone

ng (OJT,Section [ e, Other (specify) |

21. Total hours of paid training received in quarter

QUEYTEI’EI QuarterSI QUEI‘TEI”JI

22, Community service assignimei

-

=
G D EEZR (Resctrom)

Scroll down to field #19 to enter quarterly CSA Total Paid Hours and to
field #21 to enter quarterly Total Training Hours. Once all appropriate CSA
hours have been updated, click SAVE to update the database.
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** IMPORTANT **

When adding quarterly CSA Total Paid Hours and/or Total
Training Hours directly to an assignment record, they must be
entered for the current program year.

To enter CSA Total Paid Hours and/or Total Training Hours
for a previous program year, the CSA HOURS function on
the WDCS Main Screen must be used.
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G. Adding/Editing CSA Hours

2. Editing CSA Paid Hours and Training Hours:

To edit CSA Paid Hours and Training Hours for an existing participant, the
user must first locate the participant by using the Participant Search
function on the WDCS Main Screen. The user selects the participant record
to work with from the list of participants that is displayed:

L.S. Department of Labor
Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH

Participant Last Name I

Social Security # I

FIRD PARTICIPART

4 Participants found from search: Last Name j

& LastName 4 FistHame # $5M % BithDate 4 Strest
[l dohannsan Rita w1266 00/08/1040 O7 harket 5t Trenton N 20811 =
; 436 Charles
w Johnsan Sue w1122 020141949 Lake Fid Lackawanina N 20808
14 Perlasie .
[ Jones fana oo 1133 0241401848 o Wirightstown PA 20871 =

=

When the screen refreshes and the Selected Record Box appears:
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U.5. Department of Labor
&\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM
SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

rganizations

PARTICIPANT SEARCH

Participant Last Name I

—

FIMD PARTICIPAMT

Social Security =

4 Participants found from search: Last Name j

¢ Last Hame

& FistName 3 SSN & BithDate 4 Street
e Johannson Rita w1265 D9/0E1048 9F Market St Trenton N 311 =
3 436 Charles
o Jahnzon Sue woewe-1122 Q20141648 Latee Lackawanna Y 20505
e Janes Fana w1133 021441048 :,T;::”‘as'e Wlirightstomn A 871 =

Add
Farticipant

Selected Record

Sue Johnzon
Enrallments

sooenne 1122

436 Charles Lake Rd

Lackawanna, Ny 20803

Selact

E-:Iit

Application
[rate

0752005

Eligible

Exit Date

(G 732202

\ .
Assignments/Exits | |

.

(1) Choose the enrollment that the new data is to be associated with.

Note that if there is only one enrollment for the participant, it is
automatically selected.

[ View Participant Profile ]

Add
Enrollments

Flacements

(2) Then click on the ASSIGNMENTSEXITS button. A new
Assignments/Exits Box will appear on the WDCS Main Screen

listing the existing assignments (if any) that are associated with the
selected enrollment.
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G. Adding/Editing CSA Hours

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& FistHame % &3H & BithDate 4 Street
e Johannson Rita w1255 D9/0E1948 97 Market St Trenton N 20811 *
o Johnson Sue wocwn-1122 020141543 46 Chares ) awanna N 20308
Lake Rd
c  ER Jones fana woeoe 1133 02441040 14 Perkasie iHghtstouwn P 20871 B
Place el

Selected Record

Sue Johnson

Enrollme
oo 1122 Eligible
(334) 783-2202 [ 0752005 ¥
[ View Participant Profile ) E,.,,,fi‘i::.,.'j".:nf_,, |

Azzignments/Exits | | Flacements |

Ended A

% 080542005 0803/2005 Alied Business Systems

Click on EDIT for the specific assignment record to be updated.

When the Assignment | nfor mation Screen opens.

163 VII: Participant Functions



G. Adding/Editing CSA Hours

17. Community Service Assignment |G1EI. Financial j
Code

& (G} = General Community )
s (E} = Elderly Community Cther (specify) |

18. Community service assignment I
title

18a. Participant's .Job Code |2. Business and Financial Operations =

18b. Participant's workers'
. Total hours paid in quarter
< Guarter 1 |219 Quarterzl QuarterSI Quarter4|
20. Types il d (check all that apply)

O a. General Training fhasic skills) Ol b, Specialized training (specific joblfindustnd ¥ ¢ Or-the- joh-
experience (OJE)

I d. On-the-jok-Training (QJT;Section [T e other (specifi) | T f Mone

< 21. Total hours of paid training received in quarter

arter 1 IQU Quarterzl QuarterSI Quarter4|
22, Community service i

[
a
ID WTED

Scroll down to field #19 to change previously entered CSA Tota Pad
Hours or to add additional CSA Total Paid Hours. Similarly, to change
or add Total Training Hours, scroll down to field #21 and enter the
information.

Once all appropriate CSA hours have been updated, click SAVE to
update the database.
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H. ADDING/EDITING EXIT INFORMATION

1. Adding Exit | nformation:

In order to exit a participant, the user must first locate the correct participant
record by using the Participant Search function on the WDCS Main
Screen. The user selects the participant record to work with from the list of
participants that is displayed:

ey, U.S. Department of Labor
W\ Employment & Training Administration

Administrative Functions:

Organizations

PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIND PARTICIPAMT

4 Participants found from search: Last Name j

& LastName 4 Fithame & SSH & BithDate 4 Street
di ohannson ita - et rertan
© I R 1266 08/D(1940 o7 Market 5t T HJ 20811 X =
- iohn=on e - ICHawanna
ol Joh E 1M 020194 ﬁﬁf;:”es Lack MY 20808 X
Fona woexn-11233 D2/14/1940 ;;::masue Wightstown A 20871 =

Add
Participant

When the screen refreshes and the Selected Record Box appears:
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H. Adding/Editing Exit Information

N, U.S. Department of Labor
®\ Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

"‘ Web Data Collection System SPARQHOME | MYROLES | LOGOUT | HELP

Administrative Functions: T

PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIMND PARTICIPART

4 Participants found from search: Last Name j

& BithDate % Strest

v

e Johannzon Rita w1285 000031949 O7 Market St Trenton N 20811 -
o Johnson Sue w1122 020141949 ﬁsf;:”es Lackauanna N 20803

e Jones #ona o133 021401949 L‘I‘a::”‘as'e irightstomn A 20871 -

Add
Farticipant

Selected Record

Sue Johnson
Enrallments
o 1122 celect Application
[rate
. IEI  ovisoo0s ¥
Lackamanna, Nv 20203
(834) 783-2202

e - Add
[ View Participant Profile ] Enrallments | Aszignments/Exits % Flacements

N

2

Eligible Exit [ ate

436 Charles Lake Rd

(1) Choose the enroliment that the new data is to be associated with. Note

that if there is only one enrollment for the participant, it is automatically
selected.

(2) Click on the ASSIGNMENTSEXITS button. A new Assignments/
Exits Box will appear on the WDCS Main Screen listing the existing
assignments (if any) associated with the selected enrollment:
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SCSEP DATA COLLECTION SYSTEM

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security I

A pith Date & Street

v v

e Jdohannson Rita w1256 0931949 97 Market St Trenton NJ 20811 =
o Johnson Sue wocwoe 1122 021949 ﬁsfg:”es Lackawanna Y 20803

' Jones fana woceoe 1133 0241949 :,i;::”‘as'e Wirightstown A 20871 -

Selected Record

Sue Johnson
Enrallments

oo 1122 ian

Eligible Exi

(B3 TEE-2202 Iy 0752005 ¥
[(view Participant Profile | E,—,r.fi'ijrﬁenﬁ AssignmentsExits | | Flacements |

Ended
0%0342005 Alied Business Systems

Click on EDIT for the specific assignment record to be updated. When the
Assignment Information Screen opens, the user should enter the data
necessary to close the assignment and then proceed to the Exit Information
Screen:
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U.S. Department of Labor 4 51—;. : -f"p ]
Employment & Training Administration - 4
— SCSEP DATA COLLECTION SYSTEM

Assignments/Exits SPARQ HOME | MY ROLES | LOGOUT | HELP

WDOCE Main = AddiEdit Assignment Participart Hame Sue Johnson
SEN wxn-an-1122
Grantes Department of Labor
Pop Date 0711512005
Y ° PA=signment Date 08052005
O Assignment Start Oate 02/08/2005
Host-Agency Contact Assignment Training Exit Aszignment End Date
Information Information Information Information Exit Date
Host Agency Alied Business Systems
Host Agency 10 40727
EXIT FORM

5. Exit due to unsubsidized placement?

2 . Yes, reqular employment
{Select one only}

i, Yes, self-employment
i, Ma
Clear

6. If exit is not due to unsubsidized employment, other reason for exit (Select one only)

ISeIect Cne j
Ga. Non-exit reasons for closing the record (Select one only)
i wWithdrew application prior to assignment
ii. Transferred to another project (specify arantee code)
iii. Moved to another sub-grantee (specify sub-grantee code)

© iy, Dual enrollment

Enter the appropriate exit data into the blank cells and click SAVE to update
the database.
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2. Editing Exit | nformation:

In order to edit a participant’s exit information, the user must first locate the
correct participant record by using the Participant Search function on the
WDCS Main Screen. The user selects the participant record to work with
from thelist of participantsthat is displayed:

N, U.S. Department of Labor
¥\ Employment & Training Administration

Administrative Functions: -

PARTICIPANT SEARCH

Participant Last Name I

Social Security #

FIMD PARTICIPANT

4 Participants found from search: Last Name j

s

& LastName % FistHame & BithDate % Street
i Johannson Rita w1255 09/05/1949 97 Market St Trenton N 20811 *
o 436 Charles
C Johnson Sue w1122 00141949 e Lackawanna NY 20303
14 Perkasie .
el Janes fora ook 1133 02401949 Plate Wihightstawn PA 20871 =

When the screen refreshes and the Selected Record Box appears:
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H. Adding/Editing Exit Information

U.S. Department of Labor

@\ Employment & Training Administration

Administrative Functions: e

PARTICIPANT SEARCH
Participant Last Name |

Social Security #

FIMD PARTICIPARNT

4 Participants found from search: Last Name j

% LastName & FirstName 55N A pithpate &

¥ 55 v v Streat

e Johannsan Rita woew-1265  09/081949 97 Market St Trenton N 20811 -
[o Jahnson Sue woewe-1122 - D2/0141048 ﬁgf;:”“ Lackawanna NY 20808

s Jones Fona o133 0201401940 E;::”‘as'e Wiightstowr A 20871 =

Add
ELETERY

Selected Record

Sue Johnson
Enrollments
st 122 Application
Date

E-:Iit DFH5/2005 i
Lackawanna, N 202028
(B3 783-2202 1

(\View Participant Profile ] AssignmentsBaits | | Flacements

Select

Eligible Exit [ate

435 Charles Lake Rd

Add
Enrollments

2

(1) Choose the enrollment that the new exit data is to be associated with.

Note that if there is only one enrollment for the participant, it is
automatically selected.

(2) Thenclick onthe ASSIGNMENTSEXITS button.
A new Assignments/Exits Box will appear on the WDCS Main Screen

listing the existing assignments (if any) associated with the selected
enrollment:
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Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security #

s

v Last Hame

H. Adding/Editing Exit Information

A A
SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MYROLES | LOGOUT | HELP

COrganizations

A o vate A
Birth [rate v

A g Name
First Name ¥

v

Street

e Johanrsan Rita e 1265 09/08/1949 97 Market St Trenton NJ 20811

o Jahnzon Sue woeoe 1122 0ZAN/1940 ﬁgf;:”“ Lackawanna NY 0808

[l it Jones Fona w1133 D2A14/1940 14 Pedasie yiohtstomn P 20871 X
Place

Selected Record
Sue Johnzon

oo 122

(534 7832202

[ Wiew Participant Profile |

Enrallmer

Eligible

ation
e

o 0711542005 ¥

Enrallments | AszignmentsExits | | Flacements |

Ended

0%082005 Alied Business Systems

Click on EDIT for the specific assignment record to be updated. When the
Assignment Information Screen opens, navigate to the Exit Information

Scr een:
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H. Adding/Editing Exit Information

WDCE Main = Add/Edit Assianment

Participant Mame
SSH

Grantes

App Date

—O

Host-Agency Contact Assigniment
Infarmation Information Infarmation

EXIT FORM

FAsignment Date
e Acsignmert Start Date
Training Exit Aszignment End Date

Infarmation Exit Date

Host Agency
Host Agency 10

$ue Johnson
xxx-xx-1122
Department of Labor
07152005
08052005
08082005

Alied Business Systems
077

5. Exit due to unsubsidized placemem?
{Select one only)

- . -

. withdrew application prior to assignment

O Yes, reqular employment
i Yes, selfemployment
C i Ma

Clear

6. If exit is not due to unsubsidized employment, other reason for exit {Select one only)

|Se|ect One j

fa. Non-exit reasons for closing the record (Select one only)

ii. Transferred to another project {specify grantee code)

iii. Moved to another sub-grantee (specify sub-grantee code)

Update the previously entered exit information and/or add new exit data,
then click SAVE to update the database.
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|. ADDING/EDITING FOLLOW-UP INFORMATION

1. Adding Follow-Up I nformation:

To enter follow-up data for a placed participant, the use must first locate the
participant’s record using the Participant Search function on the WDCS
Main Screen. The user selects the participant record to work with from the
list of participants that is displayed:

Y, U.S. Department of Labor
¥\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& LastName &% FirstName SSN 4 BithDate & Street
e Jdohannzan Rita w1265 D9A0E/1048 O7 Market 5t Trentan N 20811 =
. 436 Charles
ol Johnson Sue w1122 020141943 Rty Lackawanna NY 20403
14 Perlasic .
[ Jones fona ook 1133 021401940 Pl Wirightstawn P, 20871 =

- N

When the screen refreshes and the Selected Record Box appears:
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U.S. Department of Labor

@\ Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

Crganizations
PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIRD PARTICIPAMT

4 Participants found from search: Last Name j

A O B BEE £ S
¥ Last Mame ¥ First Hame 55 ¥ Birth [rate v Street
[l Johannsan Rita w1256 09/0341949 97 Market St Trenton NJ 20811 2
o 436 Charles
o Johnson Sue o122 020141948 Caie R Lackawanna N 20808
[ Jones fona ook 1133 021401040 :,i;:ee”‘as'e Wirightstown PA 20871 -

Add
Farticipant

Selected Record

Sue Johnson
Enroliments
w1122 Application
Late

Select

Eligible Exit Date

4325 Charles Lake Rd

[o Edit 07152005 ¥
Lackawanna, N 20208
B34y 783-2202
[ view Participant Profile ] o [ rssignmentsiEits | H Flacements

./

(1) Choose the enroliment that the new data is to be associated with. Note

that if there is only one enrollment for the participant, it is automatically
selected.

(2) Click onthe PLACEMENT S button.
A new Assignments/Exits Box will appear on the WDCS Main Screen

listing the existing assignments (if any) associated with the selected
enrollment:
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Administrative Functions:

PARTICIPANT SEARCH

Participant Last Name I

Social Security #

& BithDate & Street
e Jdohannsan Rita w0 1255 D9A0E1948 97 Market St Trenton N 20811 =
= Johnsan Sue w132 020141040 ﬁgf;:”es lackawanna  HY 20808
[ol Eit Jones #rina w1133 02141949 14 Pedasie  yighstomn Pa 20871 X
Place >

Selected Recaord

Sue Johnzon

Enroliments

woeoe 1122 Select

(34 7a3-2202

IOl Ecit

Application

Eligible

L ate
O7/15/2005 i

E:it [ ate

[ View Participant Profile ]

Placements for Application Date: 071 5/04
Start Date

050172006

| FAzzignments/Exits

Flacements |

End Date

Employer

Amercan Landscapes Inc

Click on EDIT for the specific placement record to be updated.

When the Placement | nfor mation Screen opens, navigate to the Follow-

Up Information Screen:
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|. Adding/Editing Follow-up I nformation

- 1

U.S. Department of Labor =:z— L -r"p q

Employment & Training Administration 4
- SCSEP DATA COLLECTION SYSTEM

Placements SPARQ HOME | MY ROLES | LOGOUT | HELP

WOCE Main = AddrEdit Placement Participart Mame Sue Johnson
SEN nxm-an-1122
Grantes Department of Labor
#pp Date D7 15/2005
—0 e_ Exit Date

- R g - 3 56l Placemert Start Date 050172006

Infﬂ?ﬂ?gt?orn Infocrl'mgﬁon Inf%cr:r?nrgﬁon Infol::::t?fon Infoor?r;vatliiopn Flacement End Date
Employer American Landscapes Ine
Employer [D 40718

FOLLOW-UP INFORMATION

26. Follow-up 1
a. Scheduled date 0573112006

b. Actual 30-day date | [x]
c. Completed date I lzl

. Employed for 30 days? I Salact one j

27. 90-day date

28. Has the participant received any services from »~ ... ¢ 1, Clear
SCSEP within the first 20 days after exit?

29. Follow-up 2
a. Scheduled date

b. Completed date | 5]

c. Any wages for first quarter after exit quarter? (Please also indicate method of verification)
Select One j
. Employed on 180th day after placememt? ' yveg O pp  Clear

Enter data into the blank cells as needed and click on SAVE to update
the database.
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2. Editing Follow-Up I nformation:

To edit follow-up data for a placed participant, first locate the
participant’ s record using the Participant Search function on the WDCS
Main Screen. The user selects the participant record to work with from
the list of participants that is displayed:

ny, U.S. Department of Labor
B\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

% BithDate % Strest

e Johannson Rita wmewn- 1255 09/0341548 o7 Market St Trenton M 20811 -
Johnson Sue woeoe-1122 20141948 isec;:nes Lackawanna NY 20808
14 Perkasie .
Jones fana oo 1133 0241441948 hi Wirightstown PA 20871 =

When the screen refreshes and the Selected Record Box appears:
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|. Adding/Editing Follow-up I nformation

U.S. Department of Labor

g\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security = I

A Qirh pate & Street

v v
di anannson ita - =14 renton
i Joh Fi 1265 00031948 97 Market &t T M 20811 =
) di onnson e Lo o s o) GHAWanna
& BB Jaoh ] M2z 02A1/1948 ﬁﬁf;:”“ Lack NY 20808 X
i Janes #ona oo 1133 0Z/14/1949 :’a::”‘”'e Wiright stoun A 0871 =

Add
Partizipant

Selected Record

Sue Johnson

Enraliments

ot 1122 Applicatio
Select Al FE!,'_;:_“'" Eligible Exit Date
436 Charles Lake Rd -
% 0752005 ¥

Lackawanna, Ny 20803

(534) 7832202

[ View Participant Profile | Enr-;ﬁﬁent: | AszignmentsExits | Placements

./

(1) Choose the enroliment that the new data is to be associated with. Note
that if there is only one enrollment for the participant, it is automatically
selected.

(2) Click onthe PLACEMENTS button.
A new Placements Box will appear on the WDCS Main Screen listing
the existing assignments (if any) associated with the selected
enrollment:
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|. Adding/Editing Follow-up I nformation

U.S. Department of Labor
Employment & Training Administration

e

SCSEP DATA COLLECTION SYSTEM

Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

% LsstName % FirstName SSH & Bith Date
. 34 est ! -
[l James Byron w2346 021441949 Vorelog fove  Hightstown N 08655
" 436 Charles
(o Johnson Sue woenoe 1122 020171948 e Lackawanna NY 20808
e Jones fona w1133 021401948 L:;f:”‘as'e Wirightstoun Ra 20871 -

Participant

Selected Record

Sue Johnzon

Enrallments
peeslizs + RES °"  Eligible Exit D ate
(B34 7832202 & 0771542005 ¥

[ View Participant Profile |

Enrollments | Assignments/Exits | | Flacements |

Placements

0510142008

End Date E rplanier

American Landscapes Inc

A new Placements Box will appear on WDCS Main Screen listing the
existing placements (if any) associated with the selected enrolment:

Click on EDIT for the specific placement record to be updated.
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|. Adding/Editing Follow-up I nformation

When the Placement Information Screen opens, navigate to the Follow-
Up Information Screen.

U.S. Department of Labor
Employment & Training Administration

?__ 'L_"'

SPARQ HOME | MYROLES | LOGOUT | HELP

SCSEP DATA COLLECTION SYSTEM
Placements

WDCE Main = ADd/Edit Placement Participart Name Sue Johnson
5N wxn-nn-1122
Grantes Department of Labor
Ppp Date 071502005

_O °_ Exit Date

Placement Start Date 0540142006

Employer Contact Placement Survey Follow-up
Information Information Information Informeation Information  Pasemert End Date
Emplayer Amercan Landscapes Inc
Employer 10 40728
FOLLOW-UP INFORMATION
26. Follow-up 1
a. Scheduled date 0ar3172006

b. Actual 30-day date | ]
c. Completed date | [x ]

d. Employed for 30 days? | Selact one j

27. 90-day date

28. Has the participant received any services from ~ ... ¢~ Clear
SCSEP within the first 90 days after exit? es € No | Clean]

29, Follow-up 2
a. Scheduled date

b. Completed date I El

c. Any wages for first quarter after exit quarter? (Please also indicate method of verification)
Select One j

. Employe on 180th day after placement? 0 yag 0 o Clear

Update the existing follow-up data and/or add additional follow-up
information, then click on SAVE to update the database.
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J. ADDING/EDITING CUSTOMER SATISFACTION
SURVEY INFORMATION

1. Adding Customer Satisfaction Survey | nformation:

To update an existing participant’s record with customer satisfaction survey
data, the user must first locate the appropriate record using the Participant
Search function on the WDCS Main Screen. The user selects the
participant record to work with from the list of participants that is displayed:

U.S. Department of Labor
Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security = I

& LastMame 4 FirstName 55N ® BithDate 4 Street
e Johannson Rita woenn- 1255 09/031548 o7 Market 5t Trerton N 20811 =
(:“ Johrisan Sue w1122 020171948 ﬁgf;:”es Lackawanna NY 20508
e Jones #na w1133 0241441940 :,:;::""ESie itightstoun A 20871 ]

When the screen refreshes and the Selected Record Box appears:
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J. Adding/Editing CSS I nformation

N, U.S. Department of Labor
B\ Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

&/ Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions: GEETEE S CSA Hours

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

A pighpate & Street

v v
e Johannsan Rita weno- 1266 09031949 O7 harket St Trenton m 20811 2
o Johnson Sue w1122 02011949 ﬁsfg:"es Leckawanna MY 20303
[ Jones #ana woee1133 0241949 ;‘I‘a::”‘“ie Wirightstourn A 20871 =

Add
Farticipant

Selected Record

Sue Johnson
Enrallments
socenee 1122

Application
D ate

Select

Eligible E:it Drate
425 Charles Lake Rd

(K Edit 071572005 Y
Lackawanna, MY 20203
(B34) TE3-2202
[(view Participant Profile | Erur-i'ijrﬁerut: | AszignmentsiExits | y Placements

.~

(1) Choose the enrollment that the new follow-up data is to be associated
with. Note that if there is only one enrollment for the participant, it is
automatically selected. Then click on the PLACEMENT S button.

(2) Click onthe PLACEMENTS button.
A new Assignments/Exits Box will appear WDCS Main Screen listing

the existing assignments (if any) associated with the selected
enrollment:
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el 4
SCSEP DATA GOLLEGTION SYSTEM

SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security #

e Johannson Rita w1285 DWD8/1040 O7 Market St Trenton NJ 20811 =
(ol Edit dohnsan Sue wore-1122 0200141840 436 Chares | awanna NY 20808 X

Lake Rd
ol c-it Jones fona o133 024141949 14 Perkcasie Wirightstawn P 0871 i

Place -

Selected Record

Sue Johnson

Enrollments

st 1122 E Application

Date Eligible Exit Date

(B34) 7E3-2202 o 07HE/005 i

[ View Participant Profile ]

| AzsignmentsExits | | Flacements |

End Date
D&:01 /2006 American Landscapes Ine
AN
N

Click on EDIT for the specific assignment record to be updated. When the
Assignment Information Screen opens, navigate to the Survey
Information Screen:

183 VII: Participant Functions



J. Adding/Editing CSS I nformation

U.S. Department of Labor
8\ Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

7/ Placements SPARQ HOME | MYROLES | LOGOUT | HELP

WDCS Main = Add/Edit Placement

Participant Mame Sue Johnson
SEN wxn-mx-1122
Grantee Diepartment of Labor
F_1 fpp Date 071152005
: - C Exit Date

Employer Contact Placement Survey Followe-up Placement Start Oate 080142006

Information Infarmation Infarmation Infarmation Infarmation
Placement End Date
Employer American Llandscapes Inc
Employer (O 40738

CUSTOMER SERVICE SURVEY INFORMATION

23.CS survey number 1 | Date: | [x ]
24. CS survey number 2 | Date: I El
25.CS survey number 3 | Date: [ ]

D D G G

Enter data into the blank cells as needed and click on SAVE to update the
database.

2. Editing Customer Satisfaction Survey | nformation:

To edit existing customer satisfaction survey data for a participant, first
locate the participant using the Participant Search function on the
WDCS Main Screen. The user selects the participant record to work
with from the list of participants that is displayed:
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J. Adding/Editing CSS I nformation

U.5. Department of Labor

Employment &Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security = I

% Bitth Date 4 Street
e Johannson Rita w1265 09/08/1949 97 Market St Trenton N 20811 -
Johrisan Sue wme-1122 020171349 ﬁifg:“es Lackawanna WY 20808
#ana ooexx-1133 02440 :,?az:”‘”ie Wiightstoun PA 20871 -

When the screen refreshes and the Selected Record Box appears:
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U.S. Department of Labor

B\ Employment

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security &

& Training Administration

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

A

4 LastName &4 FistHame % ssi 4 BithDate % Street
- Johannson Rita wooe 1255 09A0E1543 97 Market 5t Trenton N 0811 =
n 436 Chares
o Johnson Sue w1122 OZ0141943 e Rl Lackawanna N 20308
s Jones fona w135 020401040 :,;;z:"‘as'e Viightstown  PA 20871 =

Aadd
Faricipant

Selected Record
Sue Johnzon
s 1122
436 Charles Lake Rd
Lackamanna, Nv 20808

(G 7E3-2202

[ View Participant Profile ]

Enrallments

Application
Date

Salact

(""-‘ Edit 0752005 i

Eligible

Exit Date

\1

| Aszignments/Exits

Add
Enrollments

| Flacements

selected.

./

(1) Choose the enroliment that the new data is to be associated with. Note
that if there is only one enrollment for the participant, it is automatically

(2) Click onthe PLACEMENTS button.
A new Placements Box will appear on the WDCS Main Screen listing
the existing assignments (if any) associated with the selected

enrollment:;
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J. Adding/Editing CSS I nformation

Employment & Training Administration
— SCSEP DATA COLLECTION SYSTEM

Web DataiCollection System SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security = I

% Bith Date 4 Street
¢ B Jchannsen Fita w1266 0B/0B/1949 OF Market St Trenton N 20811 2
o Johnsen Sue w1122 0ZA01/1949 ﬁifg:"es Lackananna N 20303
i ones na AN ightstown
' J #n 133 02140948 :,?a::”‘as'e Wiright pa 20871 =

Selected Record

Sue Johnson

Enrallmer

soneoe 1122

(8341 732202 @ 075005 ¥

[ View Participant Profile |

| | Placements |

End O=te E rnployer
0540142006 American Llandscapes Inc

Click on EDIT for the specific placement record to be edited. When the
Placement Information Screen opens, navigate to the Survey
I nformation Screen.
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J. Adding/Editing CSS I nformation

U.S. Department of Lahor

Employment & Training Administration 5
— SCSEP DATA COLLECTION SYSTEM

Elacements SPARQHOME | MYROLES | LOGOUT | HELP

WDCS Main = Add/Edit Placement

Participant Narme Sue Johnson
55N - 1132
Grantes Department of Labor
Fan oy e Fop Date 07582005
O e ~ - O Exit Data

Employer Contact Placement Survey Follow-up Placemert Start Date 05012006

Infarmation Infarmation Infarmation Infarmation Infarmation
Placement End Date
Employwer Amercan Landscapes Ine
Employwer O 40728

CUSTOMER SERVICE SURVEY INFORMATION

23.CS surveynumber 1 | Date: | [ ]
24. CS survey number 2 | Diate: I lzl
25.CS survey number 3 | Date: [ ]

D D D =)

Update the survey data as needed, then click on SAVE to update the
database.
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K. Re-certification

K. RE-CERTIFICATION

To re-certify an existing participant in SPARQ, the user must first locate the
participant’s record using the Participant Search function on the WDCS
Main Screen. The user selects the participant record to work with from the
list of participants that is displayed:

Y, U.S. Department of Labor
@\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # |

& LastName & FirstName S5h % BithDate 4 Street
[ Johannzon Rita w-a- 1265 097021 940 a7 hbrket 5t Trenton M 20811 -
Jahnson Sue woewe-1122 020141948 ﬁgf;:"es Lackawanna NY 20808
e Jones #ona w1133 021401940 :,i;::”‘“ie Wightstown P 20871 =

=

When the screen refreshes, the Selected Record Box appears.
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K. Re-certification

U.S. Department of Labor
Employment &Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security #

% LsstName & FirstName & SSN & Bith Date

SCSEP DATA COLLECTION SYSTEM

SPARQHOME | MYROLES | LOGOUT | HELP

A Stres
¥ Street

i Johannson Rita w1255 09/08/1948 97 Market St Trenton N 20811

[l dohnsan Sue w1122 020141949 ﬁﬁ:;:”es Lackawanna N 20208

el it Jones £ana wooeoe1133 0241441949 HPSiEsie Wiight stouwn P 20871 X
Place

Selected Record
Sue Johnzon
weeoe 1122

Eligible
436 Charles Lake Rd

[ q 07152005 ¥

Exit [ ate

Ladkawanna, Ny 20208

(534 7832202

AN

[ View Participant Profile | g [

Enrallments

Aszignment=Exits | | Flacements

Choose the enrollment that the new datais to be associated with. Note that if
there is only one enrollment for the participant, it is automatically selected.

When the Participant Information Screen opens, navigate

Recertification Screen.

to the
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K. Re-certification

- 3
Department of Labor Wq
yment & Trai |

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MYROLES | LOGOUT | HELP

WDCE Main = Edit Paricipant

Participant Mame Sue Johnson
SEM - 1122
Grantes Department of Labar
_O °_ Status PAotive
i i Diate 07152005
Participant i Cther Personal Eligikility Enrolimert T op
Information Bligibilty Characteristice  Determinstion  Information RecertincEtion Exit Date
RECERTIFICATION

44. Number in family I

45. Total includable family income I
for last six months, annualized §

46. Signature of participant on recertification? 0 ypg O g Clear
47. Hligibility € Eligible € Ineligible _Clear
48. If ineligible, reason (check as many as apply)

a. [T income b. IT Failed to cormplets application or provide reguired
documentation

c. [T oOther (specify) I

49. Signature of director or authorized O oves O p Clear
representative on recertification? £ o J

50. Date of recertification determination I El

51. Recertification comments

Enter the appropriate re-certification data into the blank cells and click on
SAVE to update the database.
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L. Viewing the Participant Profile

L. VIEWING THE PARTICIPANT PROFILE

The View Participant Profile function provides the user with a summary of
al records that have been created for a selected participant. It is a
convenient way to verify that the correct types of records have been created
for the participant and that they are correctly linked together — i.e., when
multiple enrollments exist, al assignments and placements are associated
with the correct enrollment.

To view a participant profile, the user must first locate the appropriate
participant using the Participant Search function on the WDCS Main
Screen. The user selects the desired participant from the list of participants
that is displayed:

R\ U.S. Department of Labor
v\ Employment & Training Administration 5
= SCSEP DATA COLLECTION SYSTEM

&) Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& LastName % FirstName SSh & Bitth Date 4 Street
fel Johannsan Rita oo 1265 09/08/1949 OF Market St Trenton NJ 20811 =
£ | R 436 Charles
ol dobnsan Sue oo 1122 02/01/1949 i R Lackauanna N 20902

fona oo 133 01441843 L? Perkasia

Wiright stawn A 20871 =l

When the screen refreshes, the Selected Record Box appears:
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L. Viewing the Participant Profile

U.S. Department of Labor
Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM

SPARQHOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& LastName & First Name SN & Bitth Date & Street
) Johannsan Rita w1256 D9/D2A949 O7 harket St Trenton N 20811 =
o Johnson Sue woeoe 1199 020141949 fﬁﬁf’&i:is Lackawanna NY 20308
5 Jones fona oo 1133 021401949 ",‘:_i:z”‘as'e Wirightstown A 20871 J

Add

Farticipant

Selected Recaord

Sue Johnson
Enrollmery
soosaor 1109

t ; MO Eligible

436 Charles Lake Road

[ 05/22/2008 ¥
Lack NY 20808 .
ackawanna, e OTHE005 i [/ 0/2006
(B3 TEE-2202
(\View Participant Profile ] E,—,,.fi'ijrﬁem._:_ [ AssignmentsExits || Placements |

At this point, simply click on the VIEW PARTICIPANT PROFILE
button and the participant profile will be displayed:
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L. Viewing the Participant Profile

,f U.S. Department of Labor
¥\ Employment & Training Administration

&) View Participant Profile

WHCS Main = View Participant Profile

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

ENROLLMENT

Farticipant 1D: 101223
Suellchn=on SelectGrantee  Sub-grantee  Application Date Status Exit Date  Participation ID
111-11-1199
Employment .
436 Chafles Lake Road o Dfefab”mem Training  05/2212006 Vl_v.a'tt 104319
Lackawanna, Nv 20308 OTLaROr o ministration =
(834) 732202
Department Empl_ov_ment )
(o Training 071520045 Exited 0202002006 104230
of Lakar e
Administration
ASSIGHNMENTS

Select Host Agency 105t 11NCY ASSWAMEN gar pat End Date ASSIUBMENt

Mo Assignments are currently reported

PLACEMENTS

Employer Employer ID Start Date End Date Placement ID
Mo Placements are currently reported

[E, Print ][@ Close ]

The selected participant is identified on the left side of the screen. Note that

thisisthe only location in SPARQ

that displays a participant’s full SSN.

The box at the top, the Enrollment box, provides basic information about
each enrollment that has been created for the selected participant. If thereis
more than one enrollment record, the first in the list is automatically selected
when the View Participant Profile Screen first opens.
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L. Viewing the Participant Profile

The user may view a different enrollment by selecting the radio button for
the enrollment of interest. The screen will automatically refresh to display
the lists of associated assignment and placements records for the new
enrollment:

L.S. Department of Labor

B\ Employment & Training Administration :
— SCSEP DATA COLLECTION SYSTEM

View Participant Profile SPARQ HOME | MY ROLES | LOGOUT | HELP

WOCS Main = Wiew Participant Profile

FaticipantID: 101223 | ENROLLMENT

Suetlohizon Select Grantee  Sub-grantee  Application Date Status Exit Date  Participation ID
111-11-1199
Empluyment i
435 Charles Laks Road Dfefab”mem Training 052212008 Ufa'tt 104319
Lackawanna, NY 20908 WALEIIE e =
(834) 783-2202 Ernployrent
=l EEEEILTIERL Qo ) e o Exited 02/20/2006 104230
7 of Lakor ik ;
Administration
A
SN
< ASSIGNMENTS
Select Host Agency Host Agency Assionment o\ hote Epgpate  ASSIONMent
D Date D
¢ American Association for Handicap Assistance 40730 04/20/2006 04/21/2006 144761
¢ Allied Business Systems 40727 08/20/2005 0B20/2005 02/20/2006 144701
PLACEMENTS
Employer Employer ID Start Date End Date Placement ID

Mo Placements are currently reported

[]—_;L Print ][@ Close ]

Below the Enrollment box is the Assignments box. It displays basic

information about the assignment(s) that are linked to the selected
enrollment.
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When a specific assignment is selected, the screen refreshes and any training
record(s) associated with the assignment will be shown:

U.S. Department of Labor
Employment & Training Administration

WDCE hain = view Participant Profile

Farticipant ID: 101222 | ENROLLMENT
SUeblchnzan Select Grantee  Sub.grantee  Application Date Status Exit Date  Participation ID
111-11-1189
Ermployremnt >
435 Charles Lake Road Dfefab”me”t Training  05/22/2006 ‘f.a'tt 104319
Lackawanna, NY 20308 OFLanor  drministration 2
(234) 783-2202
Department Empl_oy_ment :
Training  O7/15/2005 Exited 02/202006 104230
of Labaor 55 :
Administration
ASSIGNMENTS
Select Host Agency Host Agency Assignment o by prgpate  ASSIGNment
D Date D
0 American Association for Handicap Assistance 40730 0472002006 04021720086 144761
q07 27 5 0B/20/2005 0272002006 144701

Allied B TIET S

Sub-Grantee provided training information for assignment 144701

Employer Employer ID
Mo Placements are currently reported

Training Provider Start Date End Date Training ID
Apex Technologies 110042005 12/20/2004 144702
~— —
PLACEMENTS —on_____ -
Start Date End Date Placement ID

Close ]

& Pt ]|

At any time, the user may click on PRINT to produce a hardcopy of the data
displayed on the screen. When done viewing the participant profile, click on
CL OSE to return to the WDCS M ain Screen.
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A. Overview

VIII. DELETING RECORDS
A. OVERVIEW

Not al users have permission to delete records in SPARQ. For those that

do, the DELETE button Is displayed on several places on the WDCS
Main Screen:

L% w2 ﬁ Web DataCollection System SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

Organizations
PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

% LastHame &4 FirstName 55N + BithDate & Street
' Johannson Fita woe- 1255 00131940 o7 harket 3t Trenton [} 20811 N4
o Johnson Sue w1122 D2A0171949 { ‘
e Jones fana woeoe1133 0241401940 L‘I‘a::”‘“'e Wiright stouwn Pa 0871 \
-

Selected Record

Sue Johnzon Enrollments .
Eligible E:it D ate
socenee 1122
el 05012008
(23 7832202
o 074152005 ¥ \ /
N

[ wiew Participant Profile |

Enr-'::&i' ments | FAszignmentsExits | | Flacements |

Ended Host Agency
Alied Business Systems

DEMZ/Z005
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A. Overview

W Web DataiCollection System SPARGHOME | MYROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security =

& LastName & FirstName & BithDate 5 Street
i ahannson ita W et renton
[a B it Johi R 1255 09/081949 9F Market 5t T NJ 20811 X 2
[ Johnsan Sue w1122 020151949
e Jones Aona w1133 0201401948 ;L::”‘as'e Wirightstoun pa 20871
=

Add
Farticipant

Selected Record

Sue Johnson Enrallments
1122 Select Ap I:;:I i :=tat|-:- " Eligible o
SO 2ate
¢ EI8 oso1z008
(B34) TE3-2202
o B orissoos T

((view Participant Profile |

Add _ -
ST | AssianmentsiExits

Assignments/Exits

Flacements |

pplication Diate: 0711 5/05

gnment [ate

08052005

Started
080872005

Host Agency

Alied Business Systems

Whenever arecord is successfully deleted from the database, the deletion is
permanent. In other words, there is no way to retrieve the deleted data. To
minimize deletion errors, SPARQ will always ask the user twice to confirm
his intention to delete before actually removing the record from the database.
Nevertheless, users should exercise caution whenever utilizing the Delete
function.

** IMPORTANT **

Deletions are permanent.
Thereisno way to automatically restore a deleted SPARQ record.
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B. Deleting An Assignment

B. DELETING AN ASSIGNMENT RECORD

When an individual assignment record is deleted from SPARQ, it is
important to note that all associated training records will aso be deleted.

** IMPORTANT **

Deleting an assignment record in SPARQ will also delete ALL
associated training records.

Use the following steps to delete from the database an individual assignment
for a participant:

1) First, locate the participant records using the Participant Search function
on the WDCS Main Screen. Select the correct participant record from
those that are displayed:

- e

U.S. Department of Labor ="—E -F"I. q

Employment & Training Administration 2 4
- SCSEP DATA COLLECTION SYSTEM

Web DataCollection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

Organizations

PARTICIPANT SEARCH
Participant Last Name I

Social Security & I

O Lmieme O i Nime £ & A pinhpate B Giree 7
¥ Last Hame ¥ First Name S5 ¥ Birth D ate v Street &y
[l Jdohannson Rita wenoen- 1256 090301940 o7 hrket 5t Trenton m 20811 =
, 435 Charles
ol Johnson Sue oo 1122 D2011949 Loe R Lackawanna NY 20808
14 Perkasie .
[ Jones fona ook 1133 D2A1401949 Pt Uirightstawn A 20871 =l

Add
Farticipant
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B. Deleting An Assignment

2) When the Selected Record box appears:

LS. Department of Labor
Employment & Training Administration

SCSEP DATA COLLECTION SYSTEM
Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions: T —

PARTICIPANT SEARCH
Participant Last Name |

Social Security # |

& LastName &% FistName # SSN & BithDate 5 Street
[l Jabannsan Rita wenoen- 1265 08/08/1940 OF harket 5t Trenton NJ 20811 =
9 436 Charles
[o Johnsen Sue wonaoe-1122 020141548 Loke A Lackawanna NY 20808
s Jones fona w13 024040 :,Ta::”‘“'e Virightstown ~ PA 20871 =

Fartici pant

Selected Record

Sue Johnzon

Enrollments

oo 1122

(B3 TE3-2202

[ View Participant Profile | [ Placements |

Choose the appropriate enrollment (1), then click on
ASSIGNMENTSEXITS (2). When the Assignments/Exits box
opens:
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B. Deleting An Assignment

SCSEP DATA COLLECTION SYSTEM

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& BithDate 4 Street
e Johannzon Rita ooax-1265 DRMEMD49 97 Market 5t Trenton N 20811 =
OB Eit Johnson Sue w1122 20141949 436 Chades | kawanna NY 20803 X
Lake Rd
o Jones fena o133 021441848 :,:;::"‘as'e Wiright stoun A 20871 -

Selected Fecaord

Sue Johnson

Enrallme
sopee 1122
[rate
(334) 7832202 o 07152005 ¥

[ View Participant Profile ]

| | Placements |

Ended

020552005 020852005

/

3) Locate the specific assignment to be deleted, then click on DELETE A
pop-up window asking the user to confirm the deletion will appear:

Microsoft Internet Explorer, r'5_<|

\.‘p Are wou sure you wank ko delete this Assignment?

| ok #[\ Cancel |

N
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B. Deleting An Assignment

4) After clicking “OK”, the user will be asked to verify the intention to
delete:

Microsoft Internet Explorer E'

\i:) Select O ko delete the Assignment

| ok *[\ Cancel |

N

5) Click OK again, and the user will be returned to the WDCS Main
Screen where a successful deletion message will be displayed:

SCSEP DATA COLLECTION SYSTEM

Administrative Functions:

PARTICIPANT SEARCH

Participant Last Name I

Social Security £

& DithDate & Strest

v
[l Jdohannson Rita w1266 D9M8/1949 97 Market St Trerton N 20811 =
i Johnson Sue oo 1122 020141948 46 Chares | awanna NY 20308
Lake Rd
o 14 Perlasie .
e Jones fena o133 0241441948 Place Wiightstourn A 20871 -

Add
Participant

Selected Record

Mary Jones

Enrallments

soseoe0111 Exit [ ate

(B09) 936-9363 [ 1241642004 i 011 F2005

| | Flacements |

4] on D

gnment Date Ended
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C. Deleting A Placement

C. DELETING A PLACEMENT RECORD

The process for deleting an individual placement record for a participant is
very similar to the deletion process for individual assignments. Use the
following steps to delete an individual placement record from SPARQ:

1) First, locate the participant’'s record using the Participant Search
function on the WDCS Main Screen. Select the correct participant
record from those that are displayed:

U.S. Department of Labor
a\ Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Hame I

Social Security # I

& LastName #§ FirstName SSN 4 BithDate & Street
el Johannson Rita w1255 09031949 97 Market St Trerton N 20811 =
o Johnsen Sue w1122 D201A949 40 Chares ) wanna N 20808
'K Lake Rd
e Jones Aona w1133 D2/14H549 14 Padkasie ke oun P 20871 X
Place &

Add
Farticipant
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C. Deleting A Placement

2) When the Selected Record box appears:

U.S. Department of Labor
Employment &Training Administration

SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security #

& LastName 4 FistHame & 3N & Bith Date 4 Street
o Johannsan Rita wox-oe- 1285 00/08/1948 07 Market St Trenton N 811 =
n 436 Chare=z
e Jahnson Sue wonaoe-1122 - 02/0171948 Lae i Lackawanna NY 20808
e Jones Ana w1133 D2A4940 :,fa::”‘as'e Wirightstown PA 20871 =

Selected Record

Rita Johannzon

Enrolime

soaene 1255 ion f
Eligible

o 09/08/2005 ¥

97 Market St

Trenton, NJ 20811

(509) 878-8771

AzzignmentsiExits | | Flacements |

[ View Participant Profile ]

Add
I

Enrallments

2

Choose the appropriate enrollment (1), then click on PLACEMENTS
(2). When the Placements box opens:
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C. Deleting A Placement

U.S. Department of Labor

Employment & Training

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name

Social Security £

Administration

SCSEP DATA COLLECTION SYSTEM

SPARG HOME | MYROLES | LOGOUT | HELP

A pih pate &

v v Streat

e James Byron Woeae-Z345 DEA41940 :;;g::; e Hightstoun M 03655 =
e Jahnson Sue wocoe1122 D201A943 ﬁifg:“es Lackawanna MY 20803

0} i anes na KHH-XK - ightstown hd
& I J o M3 024040 L?sz”‘as'e MiHght P 20871 X

Selected Record
Anna Jones

oo 1133

(450) 239-77E0

Enrollments

@«

Application

Date Eligible

Exit [ ate

00142005 ki

[ Wiew Participant Profile |

| AszignmentsExits Flacements |

Flacements for Application Date:

Start Date End Date ) T
02052006 A7 Resounce Menagement
1170142005 DROG006 Ameriean Landseapes Ine /
A T

3) Locate the specific placement to be deleted, then click on DELETE. A
pop-up window asking the user to confirm the deletion will appear:

Microsoft Internet Explorer,

%]

$ Are you sure wou wankt to delete this Placement?

| K &[ Cancel ]

N
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C. Deleting A Placement

4) After clicking “OK”, the user will be asked to verify the intention to
delete:

Microsoft Internet Explorer E'
\..‘p Select OF to delete the Placement

I ok *{ Cancel |

N

5) Click “OK” again, and the user will be returned to the WDCS Main
Screen where a successful deletion message will be displayed:

U.S. Department of Labor
Employment & Training Administration

Administrative Functions:

PARTICIPANT SEARCH
Participant Last Name I

Social Security #

FIRD PARTICIPART

4 Participants found from search: Last Name j

4+ LastHame &4 FiistName 4 SSh 4+ BithDate 4 Street
. 34 iest ) -
e James Byron woeoeZ3E 0241401940 Moot e Hightstown N 03655
e dohnson Sue w1122 D2/01/1949 ﬁﬁ:;:”es Lackawanna N 20908
o Jones fana woenoe 1133 0241401940 Lif:”‘as'e Wiright stown A 0871 -

Selected Record

Anna Jones

Enroliments
seoenee 1133 Select Application Eligible Escit Date
(450) 239-7780 o DB01/2005 ¥
— = Add
[ View Participant Profile ] Enrallments | AssignmentsiExits | | Placements |
< Flacement has been successfully deleted!
E End Date v
114012005 OROSI005 #merican Landscapes Inc
Y
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D. Deleting An Enrollment

D. DELETING AN ENROLLMENT RECORD

When deleting an individual enrollment record for a participant, it is
important to note that all assignment and placement records associated with
that enrollment will also be deleted from SPARQ. For this reason, the user
should exercise caution when invoking this function.

| ** IMPORTANT ** I

Deleting an enrollment record in SPARQ will also delete ALL
associated assignment and placement records.

Use this process to delete an enrollment:

1) First, locate the participant’s record using the Participant Search
function on the WDCS Main Screen. Select the correct participant
record from those that are displayed:

;

SCSEP DATA COLLECTION SYSTEM

S U.S. Department of Labor
v\ Employment & Training Administration

&/ Web Data Collection System SPARQHOME | MYROLES | LOGOUT | HELP

Administrative Functions:

Organizations

PARTICIPANT SEARCH
Participant Last Name I

Social Security = I

& BithDate & Strest

[ Johannson Rita wonaoe1255 93540 97 Market St Trenton N 0811 *
[l Johnzon Sus oo 1122 020141848 ﬁ::;:”es Lackawanna NY 20808

i 0 na W0 ightstown
[ol it J Ao 1133 021401048 :,Ta::"kas'e iright GEY 20871 X =

Add
F articipant
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D. Deleting An Enrollment

2) When the Selected Record box is appears, locate the specific enrollment
to be deleted, then click on DELETE:

U.S. Department of Labor
Employment &Tra Administration

SCSEP DATA COLLECTION SYSTEM

Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

COrganizations
PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

& LastName 4 FistName & $3H & BithDate 4 Strest
[o Johannson Rita ooexx-1255 D9A08/1940 o7 MWarket St Trenton M 20811 =
5 436 Charez
e Johnisan Sue w1122 020141940 Lae R Lackawanna WY 20808
© B Jones Fona o133 0241401949 :,‘I‘a::”‘as'e Wirightstown A 20871 =

Add
F articipant

Selected Record

Rita Johannzan

30001255 Eligible

(B0D) 878-8771 & D0/08/2005 ¥

( view Participant Profile |

Enrollments Assignments/Exits | | Flacements |

3) A pop-up window asking the user to confirm the deletion will appear:

Microsoft Internet Explorer, ['5—(|

\‘{) Are you sure wou wankt to delete the Enrollment?

| Ok, k[ Cancel ]
AN
N
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D. Deleting An Enrollment

4) After clicking “OK”, the user will be asked to verify the intention to
delete:

Microsoft Internet Explorer, b—<|

\_:..? Select OF to delete the Enrallment 7

[ o k[ Cancel ]
N
N

5) Click “OK” again, and the user will be returned to the WDCS Main
Screen where a successful deletion message will be displayed:

U.S. Department of Labor
Employment & Training Administration -
— SCSEP DATA COLLECTION SYSTEM

SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions:

C5A Hours

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

% LastName & FitName & SsH % Bitth Date % Strest
o Johannson Rita woewn- 1265 09/08/1949 97 Warket St Trenton NJ 20811 -
5 436 Charles
i Johnson Sue woenoe1122 020141943 Lo R Lackawanna NY 20803
e Jones fana w1133 DZA4/1940 ;‘a::“‘as'e Wirightstoun A 20871 =

d
cipant

F artl

Selected Record
Rita Johannsan
s 1265

o7 Market St : °" " Eligible Exit Date

Trenton, NJ 202811

(609 8§78-8771
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E. Deleting a Participant

E. DELETING A PARTICIPANT RECORD

When deleting a participant record in SPARQ, all other records —
enrollments, assignments, training records and placements — will also be
deleted from the database. In other words, all traces of the selected
participant are removed from the database and cannot be reinstated. The
only way to re-create the deleted participant’s data is to re-enter them. It is
very important that the user exercise extreme caution when utilizing the
Delete Participant function.

** IMPORTANT **

Deleting a participant record in SPARQ will also delete ALL
associated enrollments, assignment and placement records.

To delete a participant and all its records from SPARQ:

1) Locate the participant’s record using the Participant Search function on
the WDCS Main Screen, then click on DELETE:
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E. Deleting a Participant

U.S. Department of Labor

Employment & Training Administration

Administrative Functions: A Hours

PARTICIPANT SEARCH
Participant Last Name I

Social Security & I

% LostName & FistName & S3b 4 BithDate 4 Street
o Johannson Fita w1265 09/0E1943 97 Market $t Trenton M 20811 =
5 436 Charles
e Johnsan Sue w1122 D2A0141948 Lackawanna NY 20808
Lake Rd -«
e Jones #ana woew- 1133 021441040 :,:;::”‘as'e Wirightstaun GEY 20871 / -

dd
Faricipant /

2) A pop-up window asking the user to confirm the deletion will appear:

Microsoft Internet Explorer [‘5—(|

$ Are you sure wou wank to delete this Participant?

| (04 %{ Cancel ]

N

3) After clicking “OK”, the user will be asked to verify the intention to
delete:

Microsoft Internet Explorer [Z|

$ Select OF to delete the Participant

[ o kl[ Cancel ]
N
N
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E. Deleting a Participant

4) Click “OK” again. If the deleted participant was one of several records
listed on the WDCS Main Screen before the Delete function was
invoked, a successful deletion message will be displayed on the WDCS
Main Screen:

> U.S. Department of Labor
¥\ Employment & Training Administration 5
- SCSEP DATA COLLECTION SYSTEM

&/ Web Data Collection System SPARQ HOME | MY ROLES | LOGOUT | HELP

Administrative Functions:

Organizations CEA Hours

PARTICIPANT SEARCH
Participant Last Name I

Social Security # I

FIRD PARTICIPAMT

Patticipant has heen successiully deleted
: Last Name j

% LsstName 4% FirstName S5h & Bitth Date % Street

5 436 Charles
e Jahnzon Sue w1122 020141949 Loks R Lackawanna Y 20805
e Jones fona w1133 02401949 :,T;:ee”‘as'e irightstown pa 20871
e Janes hary woeoe0111 O7H5/1945 327 Mgin Bt Wiest Windser  NJ g2z

Add
Farticipant

Note: If the deleted participant was the only one listed on the WDCS Main
Screen prior to the Delete function being invoked, the user will be
returned to ablank WDCS Main Screen.
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F. Deleting Organizations and Contacts

F. DELETING ORGANIZATION AND ORGANIZATION
CONTACT RECORDS

Both organization and organization contact records in SPARQ can be
deleted only if they are not associated with any assignment, placement or
training records in the database. Attempting to delete either of these types of
records when they have other records linked to them will result in the
following error messages:

For organizations. “SCSEP Type could not be de-selected because it is
associated with an active assignment or placement”

For organization contacts. “The contact cannot be deleted because it is
associated to assignments or placements”

In these cases, in order to delete the organization or organization contact, the
user must do one of the following: 1) delete the assignment, placement
and/or training record(s) that utilize(s) the organization or organization
contact record, or 2) edit the assignment, placement and/or training record(s)
to link to a different organization/organization contact.

To delete an organi zation record, the user should follow these steps:

1) Click on the Organization function in the Administrative Functions
section of the WDCS Main Screen

ey, U.S. Department of Labor . =‘-E -r"p |
@\ Employment & Training Administration - 4
- SCSEP DATA COLLECTION SYSTEM

&/ Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP
Administrative Functions:

PARTICIPANT SEARCH
Participam Last Name

Social Security #

FIRD PARTICIPANMT

Add
Farticipant
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F. Deleting Organizations and Contacts

2) Use the Organization Search function to locate the record to be deleted:

U.S. Department of Labor

W\ Employment & Training Administration -
— SCSEP DATA COLLECTION SYSTEM

9/ Web Data Collection System SPARQ HOME | MYROLES | LOGOUT | HELP

WDCS Main = Organizations

- Qrganization
Dlganlzatlons}{ Contacts ]

Organization Name I

Organization Type I - I

< Organization & SCSEP 'y F Y F .
v, . ¥ w FEIN w Tvpe Street
Hame Type B =

Temp Host Agency  Host Agency M 40770
1 Organization resulting from search: t

& HostAgency € Employer € Training Pru\rider@ \

3) Click DELETE for the appropriate record and a pop-up window asking
the user to confirm the deletion will appear:

Microsoft Internet Explorer |

@ Are wou sure you wank ko delete this Agency?

Cancel

N

4) After clicking “OK”, the user will be asked to verify the intention to
delete:
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F. Deleting Organizations and Contacts

Microsoft Internet Explorer |

@ Select OF to delete the Agency
1. Cancel |

5) Click “OK” again, and the user will be returned to the Organization
Screen.

Similarly, to delete an organization contact, the user should follow these
steps:

1) Click on the Organization function in the Administrative Functions
section of the WDCS Main Screen.

U.S. Department of Labor 4 Wj

Employment & Training Administration
— SCSEP DATA COLLECTIOM SYSTEM

&/ Web DataCollection System SPARQ HOME | MYROLES | LOGOUT | HELP

Administrative Functions: CSA Hours
PARTICIPANT SEARCH

Participant Last Name I \
Social Security # I

FIMD PARTICIPANT

Add
Participant

2) When the Organization Screen opens, click on the Organization
Contact tab:
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F. Deleting Organizations and Contacts

U.S. Department of Labor

Employment & Training Administration

WDCS Main = Organizations

- Organization
Organlzatlons‘” Eontacts

Organization Name
COrganization Type -

FIND

& Hostageney © Emplover © Training Pro\rider@

3) Usethe Organization Contact Search function to locate the record to be
deleted:

U.S. Department of Labor
Employment & Training Administration

WDCS Main = Contacts
e Organization
Organizations CaTte ]

Contact last name | FIND

Last Hame First Hame

-l
JACKSON JONI I2ATITIE 36 19TH A\AENNW CAIRD GA 30328 =
JACKSON Joy 2300361754 3760 COLONIAL BLYVD FTMYERS FL 33908
JOHNS DANN (22079863420 P.O. BOX 4D MOULTRIE GA 377E =

383 contact resulting from search: .JJ

4) Click DELETE for the appropriate record and a pop-up window asking
the user to confirm the deletion will appear:
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F. Deleting Organizations and Contacts

Microsoft Internet Explorer |

@ Are you sure you wank to delete this Conkact?

; Cancel |

5) After clicking “OK”, the user will be asked to verify the intention to
delete:

Microsoft Internet Explorer Ed |

@ Select OF to delete the Contack

6) Click “OK” again, and the user will be returned to the Or ganization
Contacts Screen.
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A. Quarterly Performance Reports

| X. WDCSREPORTING FUNCTIONS

A. QUARTERLY PERFORMANCE REPORTS (QPRS)

1. Overview

The Quarterly Performance Report (QPR) is produced for all levels of the
SCSEP program: nationwide, grantee level, sub-grantee level, and by states
for the national grantees. In addition, there is a separate QPR for grantees
that administer the Section 502(e) program. It is produced at the grantee and
nationwide levels.

There are five QPRs in each program year, one for each calendar quarter and
the Fina QPR which is the official report of performance for the program
year. Each QPR uses three different reporting timeframes -- current quarter,
program year-to-date (Y TD), and last four quarters (L4Q).

The QPR produced by SPARQ v.2 is similar to earlier versions but includes
the implementation of new edits (see the Import/Edit Specifications on the
MPR website for afill list of current QPR edits). It has five sections:

e Section A identifies the SCSEP grantee or sub-grantee for which the
report is generated.

e Section B displays customer flow and placement information.
e Section C summarizes community service activity.
e Section D reports participant demographics.

e Section E displays the six SCSEP performance measures and the
three additional Common Measures that are required for reporting
purposes. For each SCSEP performance measure, both the goal for
the program year and the performance for the reporting period are
given.

See Appendix B for asample QPR.

218 I X: WDCS Reporting Functions



A. Quarterly Performance Reports

2. Generation of OPRs

As per SCSEP program requirements, QPRs are due 30 days after the end of
each calendar quarter. Since WDCS users no longer need to create files for
submission (their data are now entered directly into the national database),
DAS will generate the QPRs from SPARQ on the date the reports are due.
QPRs will be frozen as of this date —i.e., no further changes can be made to
the reports.

Grantees and sub-grantees may produce a QPR at any time to assist them in
the management of their programs. The report, along with a Data Quality
Report, will be generated by SPARQ overnight. Because grantees have
continuous access to sub-grantee data and complete reporting functionality
in SPARQ 2, it is no longer necessary for them to request management
reports from their sub-grantees for monitoring purposes.
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B. Data Quality Reports

B. DATA QUALITY REPORTS (DQRS)

Whenever grantees or sub-grantees produce a QPR, the data are reviewed
for errors and a Data Quality Report (DQR) is aso generated. The DQR
lists al errors in the grantee’s data as detected by the QPR edits checks.
Grantees /Sub-grantees should review the DQR to learn about their data
problems so that they can correct the errors prior to quarterly report due

dates.

The DOR identifies four types of data errors:

EDIT TYPE

DESCRIPTION

REJECT

Reject edits identify data errors that impact one or more
of the performance measuresin the QPR. If the edit
requirement is not met, the record will be excluded from
all QPR calculations until it is corrected.

For WDCS Users:

1) All rglect errors will appear on the Data Quality
Report whenever a QPR is requested.

2) In addition, a subset or possible rgject errors will
appear on the screen when the user accesses records
in WDCS

For Non-WDCS Users:

1) All rgject errors will appear on the Data Quality
Report whenever a QPR is produced.

2) In addition, a subset of possible reject errors will be
identified at the time data is submitted to SPARQ.
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WARNING
LEVEL 1

Level 1 Warning edits identify data errors that impact
program eligibility or one or more of the performance
measures in the QPR. If the edit requirement is not met,
SPARQ will assign a default value to the data element in
error and use that default value to calculate the QPR
measures dependent upon those fields.

For WDCSUsers. Level 1 Warnings will appear in the
Data Quality Report and on the Enrollment-level DQP.

For Non-WDCSUsers: Level 1 Warnings will appear
only in the Data Quality Report.

WARNING
LEVEL 2

Level 2 Warning edits identify data errors that impacts
one or more of the non-performance measures in the
QPR isaprogram requirement. If the edit requirement is
not met, the dataisignored in the calculation of the QPR.

For WDCSUsers. Level 2 Warnings will appear in the
Data Quality Report and in the Enrollment-level DQP.

For Non-WDCSUsers: Level 2 Warnings will appear
only in the Data Quality Report.

WARNING
LEVEL 3

Level 3 Warning edits identify data errors that have no
impact on the QPR but involve a mandatory field.

For WDCS Users. Level 3 Warnings will appear in the
Data Quality Report and in the Enrollment-level DQP.

For Non-WDCSUsers. Level 3 Warnings will appear
only in the Data Quality Report.

Users will need to use the edit functionality in SPARQ to correct data that

areinerror.
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C. Enrollment-Level Data Quality Problems

C. ENROLLMENT-LEVEL DATA QUALITY PROBLEMS
(EDQPs)

The Enrollment-level Data Quality Problems (EDQP) function is a new
feature in SPARQ. It can be used to help users identify data problems while
working in WDCS before leaving a participant’ s record.

SPARQ will apply the full set of QPR edits to the data that has been entered
for the selected participant whenever the REFRESH EDQP button

SRefresh EDQP g licked. A list of all detected errors is produced and can be
viewed at the enrollment level. Using the VIEW EDQP button

~View EDQP | ocated to the right of an enrollment, the user can review a list
of the data errors associated with that enrollment:
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C. Enrollment-Level Data Quality Problems

ent of Labar

Sctmmimistretonm

. SCEEP DATE COLLECTION SYSTEM
& Web Data Collection System

Nimkistsoe ncir: T R

PARTICIPANT SEARCH

SPARG HOME | MY ROLES | LOGOUT | HELF

Panticipar Lasl Name I

Sncial Securiy o |

FIND PAR TICIRAMT

4 Panicipams Townd Trom search; Last Hame ¢

£ aritiams & Fistkams & S:3n £ Hirth Dutw

v L Dwlaba¥
 IE  cate barita wen w107} A I La JRRET B =
& B3 ow el ot 0TI 1“1:45&' S e L M7 i
i m Tl Flaim TR ] [IEEARS [ E lI

Salacted Racord

Eshiel Carer

Enralimerns
eSS0 ) o [ o Bpplicitan =i Tl
Saleol b Eligitha
(34 STR285E & B owsoe T SwewEngr  [H]
[ view Paricipant Profik | m [ Ammnmersien | | Flacements | & Aefresh EDQP

AssignmentIExis Tor Application Datec 0472304

Fraxipaman Dals Startmd Dalwlw's

ED OIREE 07V IESS [l Fred Fgaters o QTG B

When one or more EDQPs are reviewed and the errors corrected, it is
recommended that the user verify that the errors have been properly handled
by clicking on the REFRESH EDQP button. This will generate an up-to-
date version of the EDQPs.

A sample EDQP listing is shown here for reference:
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WLACT BE ) = Wiew Etrollment Data Gty Probles

Ethie| Carer

e oe SRS Ennalimand iformaticn

T#H Caunty Raad 29 Ennallmerd kiformalion

Albaia, AL 7DD
Ennalirmert Efarmation

ERETRIRES
Enmallmarnd Fdormahon
CSA (Assagnmeant Dabe
CaA [Rasnment Data
CAA (Assignment Date
CaA (Assnment Dabe

Enmallmernd Edormshon

Enrallrigrd kformalicn

GHA [Bssagnmant Date
CEA (hesignment Dabe

C3A Rashgnmant Ciabs
CSA (Assgnment Dats

CSA (Assgnment Daba
Ca& {Assnment Date

Ennmallmerd Edormshon
G8A (Asslgnmant Data
C8A [AesiInmant D&k
CSA (Aasignnent Dats

Type of SCSER Informeation

Errar Type:

0T Srz00s)

0711 52005}

OTH Arz0085

07 82005}

WURFRIRG 1

D0 EC005) YA RMING 1
OTH 82005 WARMING 1

O SIZ005) YWRAMING 1

ITHEZ005) YWARMING 1

JTHAR005) WARMING 1

O7M 52005 YWARMING 1

WG 2
QT SIZ00GE) YWARMING 2
O SI2005) YWARMIMNG 2
0752005 YWARMING 2

Error

"Liada of ewll |5 Blank but than |5 no achve
assignment.

1*Doale af signireg™ =5 befare “Apalicalion

-
p=]
=
=

data’
"Diata ol eligibllity @s1erminaBon® 18 Befne pplicant
*Diabz of $igning *

Eince this pamcipand 15 slinible, Baplicant "Lata of
Signing™ rust be valued.

“Tobal hours of paid raineg®are graaber than “Tolal
howrg pald® in 21

“Totzl hours of pald ralneng” sre greaber than "Tolal
hours paid® in (2

“Tobal hours of paid trainng®are greaber than *Tolal
hourg paid® in Q3.

“Tobzl hours of paid raineng®ane areater than "Tolal
hiours pald™ in 24

“Diata of efgibllity dedarminabon® Is mone fhsn one
rinridh in lhe past, varify dale

Bothk *Dabe of eligibilit delerminafan® and “Date of
rerarEncadon datemination” soe mone than one
warin g pasl

"Assigremant date” 15 mang than one manth i the
pasl; werily cale.

Resignment "End dale® ig rmore than one moanth in
thie pest; very data.

Thera sme "Tolal howes pald bin gusar 3 b aidher
"Assigrenend date” is afler 93, ar fssignment "End
date” k= hefore the quarar bedna 3,

Thera a0 "Tolal hoes paid @ guaner 4° bl aither
“Assignmant date” 15 aflar W4, or fssignmand "End
date” k= hefore The quarier befone Q4.

Thiere ase "Talal kowrs af paid lraining receied in
quanar 3 but esher “Aszignmeant dake” 1= afer &3,
or Szsignmienl "Erid dale® is bersee e gquarnes
hefora @3

Thera a0 "Tolal owss of paid fraining Roeivad in
nuarier 4~ but egner “Assignmend date” is afler G4,
or Assignment "End date® is beross e gqusnes
hetora G4

“Cthar reason for e 15 blank

"MuEnder of houes: per s el apIgna e |5 Dlank
"Diata of =afety consulsion™ k= blank

"CEA wage” Tor this assignmend B unusuEl high;

please werify,

Some important thingsto note about the EDQP listing:
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C. Enrollment-Level Data Quality Problems

Each EDQP listing includes the date and time the EDQP was
generated.

Errors are sorted in order of importance or priority for correction.

If there are errors at the participant level, these errors are repeated in
each of the EDQP listing.
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D. Standard Management Reports

D. STANDARD MANAGEMENT REPORTS

SPARQ will provide al grantees and sub-grantees with a set of standard
management reports to assist them in the day-to-day management of their
programs. The six standard reports available in prior versions of the DCS as
well as nine new reports are planned for SPARQ v2.

Reportsavailablein DCS

Active Participant Status Report
Participant Exit Report
Participant Follow-up Report
Overdue Follow-up Report
Waiting List Report

Pending Applicant List

These reports will display the same information asin prior versions of DCS;
however, the format of some reports has changed. In addition, severa
reports have been made more robust with the addition of new data.

New M anagement Reports

e |neligible Applicants

e Eligible Applicants Not Assigned or on Waiting List

Participants Who Have Started Employment but Not Reached 30
Days

Placed Participants Who Have Not Reached Retention

Pending Follow-ups by Month

Host Agencies

Host Agencies With Active Participants

Unsubsidized Employers

Unsubsidized Employers With Active Participants

The standard management reports will be released to SPARQ v2 users as
they become available.

226 I X: WDCS Reporting Functions



E. Ad Hoc Reporting

E. AD HOC REPORTING

SPARQ v2.X will include ad hoc reporting functionality for grantees and
sub-grantees to create customized views of their data. Several subsets of the
SPARQ data will be made available as BRIO grid views. Similar to Excel
spreadsheets, these grid views will provide a flexible way to display data for
analysis as well as custom reporting purposes. BRIO will allow the user to
sort and filter data and to hide, move or freeze columns. The user may also
group data in the grid views by one or more specific fields. Using the filter
feature, the user can limit the display of records to a specific data values.
All grid views will be printable and exportable to Excel.

More details on the Ad hoc Reporting function will be provided when it
becomes available in SPARQ v2.X.
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APPENDIX A

NAVIGATION MAPS
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PARTICIPANT SEARCH

Participant Last Name: | Participant Functions

Social Security #: I

FIMD PARTICIPANT

Add
Farticipant

— Add Participant

~ Participant Information

~ Eligibility

~ Other Personal Characteristics
~ Eligibility Determination

~ Enrollment Information

— Edit Participant

~ (Edit) Participant Information
WDCS MAIN

— Add or Edit Enrollments

~ Participant Information

~ Eligibility

~ Other Personal Characteristics
~ Eligibility Determination

~ Enrollment Information

~ Recertification (for Edit only)

— Find Participant View Participant Profile

~ View Participant

— Assignments/Exits Add or Edit Assignments/Exits

~ Host Agency Information
~ Contact Information

~ Assignment Information
~ Training Information

~ Exit

L Placements Add or Edit Placement

~ Employer Information
~ Contact Information

~ Placement Information
~ Survey Information

~ Follow-up Information



